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PART I 


The “Touch” System. 


Applicable to any make of Typewriter. 




The “Touch” System 


(AppUcahlt to any make of Typewriter.} 


The “ touch” system, as jts name implies, is one m which 
the manipulation of the keys is by “touch” and not eight, 
that IS to say, the students operate the keys by feeling 
instead of looking for them, just as they would the piano. To 
do this It IS necessary that they should know the keyboard by 
heart, and be able to locate the positi-n of any given letter. 

The operation of the mind is thus brought to bear upon that 
of the fingers, and speed is greatly accelerated, not only because 
the act of thinking is quicker than that of seemg, but also 
because the manipulation of the keys is continuouj. Again, 


called upon to perform one duty only, namely, that of reading, 
instead of continuously travelling from “copy” to keyboard, 
and vice verea 

The objection may, however, be raised on looking through 
the “fingenng ” exercises, that this system will take longer to 
learn than the old one, but while admitting that the actual 
work of learning the keyboard so thoroughly as to be able to 
locate the position of any given letter must necessarily require 
more fingering exercises than the old system, yet, when once 
this has been accomplished, the saving of time is so great that 
It more than compensates for what may appear, to the 
uninitiated, loss of time. 
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LESSON I. 

{Hovit Work ) 

Position of the Typewriter and Typist. 
l’]ftce the typewriter at sQch ft height as to bring the forearm 
(from the elbow) on a level with the keyboard ^ 


pianUts, viz., keep the ^nda ae motionless as practicable. 

Division of the Keyboard 

In order that the position of the letters may he more readily 
learnt, it has been found expedient to divide the keyboard into 
three sections*, thus - 

QWEIRTYUIIOP 

asd fghj kl 
Z X 0 I V B N M I 

The left eectiou u subdivided into three columns, operated 
respectively by the second, third, and fourth fingers of the left 
hand. 

The right section U subdivided in a similar manner, and the 
columna are operated bv the second, third, and fourth fingers 
of the right hand. 

The rmddle section is subdivided into tour columns The 
two columns to the left being operated by the first finger of 
the left hand, and the two to the right by the first finger of the 
right hand. 


the column marked ‘‘3’’ by the third finger i the keys wi^iu 
the column marfced ••2- by the second finger, and those 
within the two columns marked “1" by the first finger, and 
similarly with regard to the right half “ 

TU. ditiilon hold goed for typewlUr *10, t k,,bo 4 r 4 
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TUE TYPI.iTs’ JIAKaAl.. 


The stiiileut’s first lesson will ba to memoriae the letters 
comprised in the left section. This may be easily accomplished 
by committing to memory the following sentence ; — 

Quickly We’ll Examine 
And Send Down 
Zcnobia’a Xmas Cards. 

It will be seen at a glance that the above sentence forms a 
key to this section, ns the section itself is composed of the 
tirsl letter of each word, thus; — 

Q W E 

A S D 

Z X C 

The sentence should bo learnt ut home, and the students 
thoroughly drilled in class both in the sentence and the 
letters. Afterwards the keyboards should be covered, and 
the teacher shotil I write the letters on the blackboard from the 
students' dictation. 

Having mastered the letters comprised in the left section, 
cut a strip of cardboard and print in bold characters the 
words “ left " and “ right,” and below these words the figures 
4, 3, 2, 1, 1, to indicate the fingering of the various columns of 
keys, thus : — 


Left. Right. 



and jilaco this strip above the diagram of the keyboard. 


Inserting the Paper.* 

Place the paper, together with a backing sheet, \ between the 
cylinder and the feed roll, turn the cylinder away from you 
just enough to catch the paper, raise the carriage (if the 
machine admits of it being raised), and roll in the paper the 
required distance. 


* S^o I , Tart U. or III., on tbo Mechanism. 

t A '’lacUlnp sheet” l* a pleco of stout p.\pcr placed at tho back of thft typins 
sheet to prerent the cylinder from becoming indented. ^ “ 



TSn‘‘TOCCa' 5T«T^. 


K 


Sh ml'l th® of the f«F®^ te t'^er oue sMe tLaa the 
other, depress the Feei EcU Eele&se Ker aa<l aijtt<t the {^per 
br dra»hig bairithe aaie wh'oh projects t'"! fir. 


Maaipslatioa of the Keys. 

In openttc^ the tsya, *be tocch ahocltl t'C qtiLri and l^ht. 
Beginners are rery ant to po'cl the keys* Ln.«tead of adopting 
a light staccato tuocb, that is, releuing one key beforv another 
Is struck. If the toaeh «e too henry, the imprint mars 
the appearance of the work, and, what u £ir core serious, 
injures the cylinder of the typewriter. On the other hind, if 
the keys are strnck too hgntly the characters are indistinct 
Use, therefore, jar: snSciens f>rce to mike a clear impression, 
without indeuiinz the faoJri »ud d> cot allow the fingers to 
dwell on the keys while the type is priotin.'. Complei letters 
snch as “ w ^ and “ tn * re^mfe tn-ife force than simple letters, 
such ai ‘* 1 " and •* L” 

Strike one ker a: a time, and remesil^r tbtt it is rery 
important to lift the finger dirt'tly the key Las keen struck. 

Space once l>'twe«»n each word by depressiog the s^'aee-lnr 
with 'the right or lift tfmnK. Employ whicheTer thumb is 
the nearest to the fpice-bar, and be careful never to «<e the 
fingers for spoaag, a method tiial both lo spee^^ and correct 
tnaoipnlation. 

Place the lefs liaud over the second row of keys frv*m the 
bottom, with the fourth or little finger restiui Iighily on the 
ffutJe i'y (Plate 1), and the third and seci'iid fins^.•^!l L»\ermg 
juit ibove “s” aud "d." Always keep the bllle finger oi er the 
Quxdt ietf ezceptijg when it is moveil for o nnnnent to 
operate a key in another row. 

Cover the keyboard with a shield and keep u>nr e_\oi filed 
on the eiercise, or on a full-sue<l diagnm of llie kerl>ottrtl 
placed l>«rore yon. 

Returning the Carriagp,* 

At the completion of each line, the hue ninnl Im elnni^uil ninl 
the camairo retume«l to comnienee n new one 'fliii, u 

••<«« I.. i'<n II •will ..M. ii. kt..i 

IS 
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THE typists’ MASUAU 


by meaua of the line-spACO lever, which is used both to turn the 
paper into portion for the next line, and also to draw back the 
carriage to the beginning of the line. 

Students should be very careful to nse one hand only for 
returning the carriage. The majority of typewriters have the 
line-space lever to th^e right of the carriage, in which case, the 
right hand should be used, but whether it be to the right or the 
left of the carriage, employ only ojie iiand, and let the action of 
changing the line and returning the carriage be simultaneous. 
It is fetal both to even lino spacing and to rapid work to push 
back the carriage with one hand and to change the line with the 
other. 


EXERCISE 1. 

{Class HorX.) 

Lkpt Hand. — Second, third, and fourth fingers. 

Type a line of each of the following words, thus ; — 

as as as as as as as as as ns as as as as as as ns as ns as 

If the typing of any word is incorrect, continue typing it 
until a perfect lino is obtained. 

Z/on’t forgd (1) To cover the keyboard with a shield. 


(2) To strike the keys lightly. 

(3) To use the thumbs for the space-bar. 

(4) To employ only one hand for line spacing 




and returning the carriage. 

IT O 

MS 

we aeo 

add 

awe axe 

cad 

caw 

daw 

dew ewe 

sad 

saw sea 

see 

sew 

sex 

wad was 

wax 

wed wee 

zoa 

zax 



EXERCISE 2. 



adze 

awed 

cade 

case 

cede 

cess 

dace 

dado 

daze 

dead 

deed 

ease 

seed 

wade 

wase 

weed 

cease 

duzod 

sawed 

swede 

waxed 

, accede 

access 

assess 

decade 

exceed 

excess 

^ secede 

wadded 

wedded 
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LESSON II. 

{Utmt ITorit) 

Memorise the letters comprised iii tbo right section bj learning 
the following sentence : — 

I Ofteu Pen 
Kind Loiters 

Notice that this eeatenee forma the key to the right section 
thus : — 

I 0 P 

K L 

Drill yourselves thoroughly in these Utters and revise 
Lesson I. 

Place the nght hand over the second row of keys from the 
bottom with the second and third fingers hovering just nbove 
“k" and “1," and the fourth or little finger resting lightly on 
guide leg (Plate 1). Always keep the little fingeron the 
guide key, excepting when It H moved for a moment to operate 
a key in another row, . 

NoTB.~Stiidy Lesson IL, Part II or III., on the “Care of 
the Typswriter.” 


EXERCISE 3. 

{CltU$ IForl ) 

Don’t forget (1) To cora|Mre the lei-<ou on “ Tlie care of the 
Typewnter” wxth the tgpewxxter and to 
thoroughly understand which are the 
vanons parts of the mechanism named in 
the lesson 

To clean the machine before beginning work. 

Rionr Hanp. — S econd, third, and fourth fingers. 

Typo a perfect line of each of tlie following words 


ill 

kop 

hp 

loo 

lop 

oil 

pip 

pop 

kill 

loll 

look 

loop 

poop 

pill 

polo 

pool 
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by tiieaus of the line-space lever, which is used both to turn the 
paper into po.-itiou for the next line, and also to draw back the 
carriage to the beginning of the line. 

Students should be very c,areful to use one hand only for 
returning the carriage. The majority of typewriters have the 
Hue-space lever to the right of the carriage, in wl)ich case, the 
right hand sliould be used, but whether it be to the right or the 
left of the carriage, employ only one hand, and let the action of 
changing the Hue and returning the carriage be simultaneous. 
It is fatal both to even line spacing and to rapid work to push 
back the carriage with one hand and to change the line with the 
other. 


EXERCISE 1. 

{Class 

Left Hand. — Second, third, and fourth fingers. 

Typo a lino of each of the following words, thus : — 

as as as as as as as as as as as (vs as as as as as as as as 

It the typing of any word is incorrect, continue typing it 
until a perfect lino is obtained. 

Doii( forget (1) To cover the keyboard with a shield. 

(2) To strike the keys lightly. 

(3) To use the thumbs for the space-bar. 



(4) To 

employ only one hand for lijie 

Spacing 


and returning the carriage. 


as 

we ace 

add 

awe axe 

cad 

caw 

(law 

(lew awe 

sad 

saw sea 

see 

sew 

sex 

wad was 

wax 

wed wee 

zoa 

zax 



EXERCISE 2. 



rtdre 

awed 

cade 

case 

cede 

cess 

dace 

dado 

dace 

dead 

deed 

ease 

seed 

wade 

wase 

weed 

cease 

dazed 

B,awed 

swede 

waxed 

accede 

access 

assess 

decade 

e.Tceed 

excess 

^ secede 

wadded 

wedded 
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THE "TOL'Cn” STATnl 

LESSON II. 

(ffomf TI«rD 

Memoriae the letters comprised iu the right section bj learning 
the following sentence : — 

I Often Pen 
Kind Iietters 

Notice that this sentence forma the ke; to the right section 
thus : — 

I 0 P 

E L 

Drill yourselves thoroughly in these letters and revise 
Lesson 1, 

Place the right hand over the second row of keys from the 
bottom with the second and third fingers hovering just above 
“k” and “1," and the-fourth or little finger resting lightly on 
ithe gutdi key (Plate 1). Mways keep the little finger on the 
guide key, excepting when it is moved for a moment to operate 
a key in another row. . 

Nott—Study Lesson IL, Part 11 or III , on the “Care of 
the Typswriter.'’ 


EXERCISE 3. 

(CliUt ir^ri.) 

Don't forget (1) To compare the loisou on “ The care of the 
Typewriter” vitth the typewriter and to 
thoroughly noderstand which are the 
various parts of the mechanism named in 
the lesson 

(3) To clean the machine before beginiungwork 
RionT Hind. — S econd, third, and fourth fingers. 

Type a perfect line of each of the following words 


ill 

kop 

lip 

loo 

lop 

oil 

pip 

pop 

kill 

loll 

look 

loop 

poop 

pill 

polo 

pool 
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EXERCISE 4. 

Right and Left Hands. — S econd, thivd, and fourth fingers. 


do 

is 

so 

ox 

ail 

ape 

awl 

cap 

cod 

cow 

die 

dip 

ell 

ice 

lea 

law 

lap 

lax 

low 

lid 

lie 

odd 

old 

oak 

ode 

owl 

pad 

paw 

pea 

sap 

sop 



LESSON III. 

{Ilome Il’ort-.) 

Memorise the following sentence, which forms the key to the 
middle section ; — 

Return Typewriter You Unpacked 
For George Has June's 
Very Best New Machine. 

R T y u 

F G H J 

V B N M 

Having memorised this section, the students will now have 
learnt the most important part of the keyboard. They should 
ho drilled backwards and forwards and up and down the various 
columns, and should be able to locate the position of any given 
letters without a moment’s hesitation. No pains should be 
spared on the part of the students to become perfectly familiar 
with the keyboard, so tiiat they may bo able to call up a mental 
picture of it at any moment, as on this depends the success or 
failure of the “ touch " system. 

Teachers too will do well to spend a few minutes daily in 
drilling beginners, just as they would if they wore teaching the 
phonetic alphabet, thus ; — 

QWERTYUIOP 
AS DFGHJKL 
Z X C V B N M 

Place the hands over the second row of keys from the bottom 
in the position before described. To operate “t,” “g.” or “b,” 
stretch out the first finger of the left hand, and then return to 
its former position, and similarly with regard to the first finger 



Tllf. "TOOai” 8T8TEW. 
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EXERCISE 5. 

(a<u« IPorl.) 

lUntmher (1) To cocnpare Ijosson HI., Purl II. or III., with 
the typewriter. 

(2) To set the liae space ^au!^e for tingle spacing 
for this exercise, *nfl double for Exercise 6. 


All-finger Exercise on one bank only. 

Typo a perject line of ejch of the folloning words : — 


it 

or 

to 

lip 

ye 

you 

err 

eye 

ire 

ere 

our 

owe 

per 

ore 

pew 

pie 

pit 

pet 

pry 

put 

rip 

row 

rue 

rot 

rut 

rye 

too 

tie 

tip 

toe 

try 

top 

tow 

wit 

woe 

two 

wet 

yew 

yet 

wry 


EXEUCISE 6. 


All finger Exercise 

on one bank only. 


Type a perfect line of each 

of the following 

words, 

capitals for the initial letters ; — 



Ah 

Ha 

Ash 

Ask 

All 

Fad 

Gad 

Gag 

Gas 

Had 

Hag 

Has 

Jag 

Lad 

Lag 

Alas 

Dash 

Fall 

Flag 

Gala 

Glad 

Gall 


Hall 

Hall 

Hash* 

La«h 

Lass 

Slag 

Saab 

Flash 

Flask 

Glass 

Slash 

Shall 

Salad 


LESSON IV 

( Home U ork ) 

Study carefully Lessou IV., P.irt II. or II I., and learn by heart 
the technical names connected with aetting the margins, 4c 


ll 


■r« I’"; „a»' 

> „n» 

^>ov, \'00V vuy \'0\vv 


lAn 

' 'v.Aw 

.„\yOA « " 1 

\'\oV 

\'0V1' 

\U\'" 

’Vv'V 

W'v'V^ 

w'wy 


\'o<'V 

\MV" 

\'>'V" 

v»"y 


vuy 

Vv"V 


W'Vt 

\'Oi'l 

\'o\vv 
\'vo\v 
AUol 
\\ 00 \' 
’Hv" 


UA" 

■VU'V 

•Vv>"' 

Uv'"' 

-Vo'"' 


'Vovv' 

-Vvo' 

\VoVv 



\\’\v<' 

■VW" 

W'V'' 

\ 0 '"' 

\Vv'V>' 

\0V'' 





V.'0"V 

' \o>> (in\ 

,v"' 

wo"' 

'\'y 

\i"V 

\\oV 

lA'' 

\0>' 

o'-"' 

\i>"' 




W'"' 


\n"'A 

\vy 

\>"\ 


(.A\ 

voV 

\,oAv 

(i\A" 


\v.A'' 

\io'' 


(oW 


(oW 

Vi"A 


\'vv\V 

(o'V 

V\\"' 

tvo"X 

(i\'A 

V\\\ 

(V'O" 

yJ.OO'A 

C>A' 

(0V*'\ 

,vW«' 

\\V"' 

V\""' 



\\\\\ 

\\»vv<' 

\\v'\A 



\v\vA' 



\('-A 

J""' 

\o""y 
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LESSON V. 

{Httnr npri) 

Study Lesson V., Part 11. or IlL, and learn the technical 
names. 


EXERCISE 9. 

(Cla** ITwi) 

Right asd Left Hands — Second, third and fourth fins'era. 

Type a perfect line of each of the foUowinij words, using 
small initial letters in this exercise, and capital initial letters 
in Exercise 10 

Centre the heading Exerdte 9, thus* Count the number 
of letters and spaces, allowing two spaces between Extretet 
and 9, halva it, subtract the half from the centre of the 
scale, set the Scale Index to the remaining number, and type 
the heading in capitals, employing tbs shift-lock if the 
machine has a shift key. 


axis 

axle 

call 

cool 

coil 

cask 

clap 

cold 

deal 

ileck 

deep 

desk 

disc 

doze 

else 

idea 

idle 

keep 

laid 

less 

loss 

load 

lock 

lose 

like 

lead 

leap 

odds 

ooze 

owed 

l^ce 

pack 

pass 

paid 

pawl 

peck 

pose 

pick 

plea 

plow 

plod 

sake 

said 

sale 

sail 

seal 

sack 

sold 

seek 

side 

sloH 

slew 

sill 

size 

skip 

slap 

slip 

slop 

soda 

soak 

soil 

wail 

weal 

week 

walk 

well 

wood 

wool 

wide 

weak 

will 

wise 



TUV. 






^ 0 . 


\l\OUT 

,Hl!Clt 




l.r.i'>' 


\\^Sl«■ 


.\U 


ucav 

riiuo 

rft'"' 

nvVC 

voiv'" 

fitiC 

tiA't 

to\^ 

UlO"' 

tAVU 

to**" 

\m'' 

Viwy 

vko 

yttV‘ 


Yivok 

tiuAi 

Vll’/.O 

roa\' 

VOO"' 

Viv\iO 


{\\W 

i\\v\« 

to'\ 

triv 

w^o" 

vo'u' 

v\«"' 

yiWU 


ino»*' 

«oc<^ 

racy 

taro 

rci'A 

vcav 

rovc 

ta«'' 

fc\\al 

t\voy 


ntvwo 

«OS-'' 

ra'^ 

rate 

rca\ 

vout 

rv\\c 

tcav 

tbcQ 


tin 

loin 

true 

vaic 

vevy 

voiii 

year 


tW'H 

(Vino 

took 

tan' 

vauo 

voto 

voW 

v.cai 


, BSSOS '''■ 

f. . \\ oV I'' ’ 

\r\ I'a'^ '' 

\y i.CS’O"*' ‘•> 


U^i^UClSVi ii- 

(CIn»* fovir* 

scco«n, ,votn«, ««' 

i^vT A, o^ n>o i u,\t\ai ictlors 
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ailed 

allow 

askew 

awake 

anoke 

clasp 

class 

do ik 

clock 

close 

daell 

easel 

excel 

expel 

ideal 

ivied 

lapse 

lasso 

lease 

local 

loose 

0.131B 

oxide 

papal 

peace 

pedal 

piece 

place 

plaiM 

plead 

scale 

sconl 

scoop 

scope 

seize 

sized 

skill 

slack 

sleek 

sleep 

slide 

slope 

solid 

space 

spade 

speak 

speed 

spell 

spill 

spoil 

spoke 

spool 

sweep 

swell 

weald 

nield 

appeal 

asleep 

a9s.(il 

assize 

cooked 

dazzle 

decide 

depose 


KXBUCISE 12. 


UiauT AND Left Hasds. — AH yniyers 


Begin 

Black 

Board 

Bnuud 

Break 

Bring 

Broad 

First 

Force 

Fault 

Fetch 

Gauge 

Great 

Hurry 

Joint 

Judge 

Merit 

Raise 

Bally 

Range 

lUpid 

Reich 

Recur 

Refer 

Kemit 

Right 

Rival 

Rogue 

Rouse 

Royal 

Teach 

Tease 

Teeth 

Teiiijit 

Tenth 

Terse 

Thank 

There 

Thine 

Think 

Third 

Three 

Tiniid 

Total 

Touch 

Trade 

Read 

Treat 

Trial 

Trust 

Undue 

Upset 

Under 

Usual 

Undid 

Unfit 

Unite 

Unity- 

Vague 

Valid 

Value 

Verge 

Vital 

Vivid 

Vocal 

Vying 

Yearn 

Yield 
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THE TTPISTS’ MANUAL. 


LESSON VII 

(Uomt Work.) 

Study cnivfully Lesson VII., Part II. or III. 


EXERCISE 13. 

(Class Trori.) 


Right and Left Hands. — All fingers. 

Typo a perfect line of each of the following words, using 
small initial letters in this exercise, and capital initial letters in 
E-iercise 14, 


become 

before 

beyond 

branch 

figure 

finish 

honour 

making 

matter 

member 

middle 

motion 

notice 

number 

reason 

recall 

recite 

reckon 

reduce 

refine 

refuse 

regard 

relief 

remain 

remind 

remiss 

repaid 

repair 

resist 

result 

reward 

1 aught 

t hough 

toward 

uneven 

unfair 

unkind 

unpaid 

unable 

useful 

vacant 

vacate 


belief 

better 

facing 

favour 

gather 

honest 

manage 

manner 

mental 

method 

motive 

normal 

rather 

ratify 

recede 

recess 

record 

redeem 

reform 

lefund 

regret 

relate 

remark 

remedy 

remote 

remove 

repeal 

report 

return 

reveal 

thence 

theory 

treble 

uudoue 

uphold 

uneasy 

unseen 

unwise 

urgent 

utmost 

versus 

virtue 
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EXERCISE 14. 

(C!aia Wiirl ) 

Right and Left Hands — Second, third, and fourth fingerB. 


Dispel 

Elapse 

Expose 

Escape 

Excess 

Excise 

Oxalic 

Iodize 

Lacked 

Looked 

Pallid 

Oxalis 

Paddle ‘ 

Palace 

Pickle 

Peddle 

People 

Picked 

Pillow 

Placid 

Please 

Saddle 

Social 

Waddle 

Willow 

Capsize 

Decided 

Despise 

Discuss 

Dislike 

Dispose 

Episode 

Exph'de 

Idolize 

Lawless 

Oxadize 

Paddock 

Padlock 

Palsied 

Peacock 

Pelisse 

Ple.ased 

Possess 

Slacked 

Special 

Snecies 

Displace 

Dis|>lode 

Disposed 

Likewise 

l/>calize 

Palisade 

Pnpalize 

Displease 

Pnceless 

Oispossess 


LESSON vm 

(Ilemt ITort ) 

Spacing after Fnnctnation Marks. 

lu typing the punctuation marks strike them very lightly, 
otherwise they will puncture the paper and ru'ii the platen 
of the typewriter. 

Space once 

Example :• • 

IS now : “ G s.. . . , 

“ Petty thieves are hanged, people take off their hata to great 
ones.” 

Space onct after a uote of interrogation (1), note of exclataa- 
tioa (!), and full-stop {.) when they occur uutAtH a sentence. 

“ When did he arrivel and where did he land 1 ” she asked 
eagerly. “ On Jan. 27tb, and alas * he sails on the 30th " 

When these three stopi occur at the end of a sentence, space 
three times. 

Examples : — ^What is ray easel IVhat are the arguments by 
wh'cli I support it 1 What are the objections of my opponents t 

“ What a scene it was i I shall never forget it ” 
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In typing the full-stop after the component letters of degrees 
and abbreviations, it is customary not to space. 

Example ; — F.N.S.A. (Fellow of the National Shorthand 
Association). H.SLS. (His Majesty’s Service). 

With regard to initial letters for Christian names the custom 
of spacing or not spacing after the full-stop varies, but the 
writer is inclined to favour a space being left. 

Never space before any of the above punctuation marks. 

.•>18 there is no dash on the typewriter, the hyphen does duty 
both for the hyphen and the dash. 

When used as a hyphen, it should be typed close up to the 
component parts of the word which it connects, that is to say, 
without a space being loft either before or after it, e.g., 
Newoastlu-on-Tyne. When employed as a dash, a space should 
be left before and after it, e.g., “ We shall all have to learn 
typewriting as part of our ordinary education.” - J/anc/iei'f'T 
Ouarifinn. 

Space o«« before the initial and once after the final parenthesis 
marks and quotation marks, but do not space between the 
parentheses and their enclosure, nor between the quotation 
marks, and the words quoted. 

Examples : — He leaves England to-morrow (Monday) and 
Paris on Saturday. 

“Two heads are better than one” is an old proverb. 

In using the apostrophe to mark an omission do not space 
either before or after it ; in using it to signify the possessive 
case, do not space if it precedes the final a, but space once after 
it if it follows it. 

Examples: — Where’er I go. The boy’s bicycle. The 
hoys’ bicycles. 

When the colon and hyphen are used in conjunction with one 
another (as after the word Exam-pie in the illustrations just 
given), type the colon immediately after the word, then the 
hyphen and then the space. 

Note. — If the typewriter is not equipped with the semi-colon 
and note of exclamation, hold down the space-bar and type the 
comma and colon for the former, and the apostrophe and full- 
stop for the latter. 

Study Lesson VIII., Part II. or III., on Corrections. 
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EXERCISE 15. 

(tilat* ITarir) 

Type the tollowiog Eiercwo. Omil the letters printed in 
italics and depress the space-bar once for each omitted letter. 
Haring completed the Exercise, fill in the missing letters In 
accordance with the rule given under corrections. 

Employ double line spacing^ 5 inatgin; paragraphs 10, and 
be careful to apace correctly after punctuation marks. 

The art of neat and accurate taping is acquired onfy by a 
systematic and thorough course of training 


must they bo lifted too hiyb from it 
If too fow, the moreaient of the fingers wi/I be impeded, or, 
if too high, difficu/ty will be experienced in keepinytbem in the 
correct position 

Practise 6y8tematic.ally and intelligently and never begin a 
new lesson until you Aave thoroughly mastered the old one. 
Remember that a slowly ty;>ed but perfect etercise ts worth far 
more than a quickly but imperfectly typed one. The market is 
flooded wuh incompetent typist*, therefore, if you wish to 
succeed, you must raise yourself above the common leve/ 

EXERCISE 1C 

Type each of the followiog commercial phrases ten times, 
taking care to copy the punctuation marks and capitals 
correctly In typing the subscriptions, Youri faithfully, dc , 
use a cipital V for Yourt, and a small / for faithfully, but the 
reverse if the word faithfully comes first, thus • Faithfully 
yours, not faithfully I'ou • 'I'-i- 

Sir, Dear Sir, Dear Sir# ’’ 

Gentlemen, I am, dear Sira, ■■ * ' 

remain. Gentlemen, Yours * ■ ■ ' 

sincerely, Yours respectful! 

servant, Faithfully yours, ■ . . . ■ ' ■ 

Yours very sincerely, Yours, die. 

I 
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In typing the full-stop after the component letters of degrees 
and abbreviations, it is customary not to space. 

Example : — F.N.S.A. (Fellow of the National Shorthand 
Association). H.SLS. (His Majesty’s Service). 

With regard to initial letters for Christian names the custom 
of spacing or not spacing after the full-stop varies, but the 
writer is inclined to favour a space being left. 

Never space before any of the above punctuation marks. 

.^s there is no dash on the typewriter, the hyphen does duty 
bot'i for the hyphen and the dash. 

When used as a hyphen, it should be typed close up to the 
component parts of the word which it connects, that is to say, 
without a space being left either before or after it, e.<f., 
Newcastle-on-'l'yne. When employed as a dash, a space should 
be left before and after it, e.g., “We shall all have to learn 
typewriting as part of our ordinary education.” - Manckefl'r 
Gwtrdinn. 

Space 0MC« before the initial and cnee after the final parenthesis 
marks and quotation marks, but do not space between the 
jiarentheses and their enclosure, nor between the quotation 
marks, and the words quoted. 

Examples •. — He leaves England to-morrow (Monday) and 
Paris on Saturday. 

“’I’wo heads are better than one" is an old proverb. 

In using the apostrophe to mark an omission do not space 
either before or after it ; in using it to signify the possessive 
case, do not space if it precedes the final e, but space once after 
it if it follows it. 

Examples -.—Where’er I go. The boy’s bicycle. The 
boys’ bicycles. 

When the colon and hyphen are used in conjunction with one 
another (as after the word Example in the illustrations just 
given), type the colon immediately after the word, then the 
hyphen and then the space. 

Note. — If the typewriter is not equipped with the semi-colon 
and note of exclamation, hold down the space-bar and type the 
comma and colon for the former, and the apostrophe and full- 
stop for the latter. 

Study Lesson VIIL, Part II. or III., on Corrections. 
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EXERCISE 15. 

(Clou TTori:.} 

Tjpe the joUowing Etereiae. Omit the letters printed in 
Italics and depress the space-bar once for each omitted letter. 
Having completed the Exercise, fill m the missing letters in 

5 10, and 

The art of neat and accurate typing is acquired onZj by a 
systematic and thorough course of training. 

rp... l%tt I A** 


must they be lifted too htyb from it 
If too fow, the moTsenent of the fingers tviH be impeded, or, 
if too high, difficuity will be experienced m keeping them m the 
correct position. 

Practise systematically and intelligently and never begin a 
new lesson until you Aare thoroughly mattered the old one. 
Remember that a slowly typed but perfect exercise ts woith far 
more than a quickly but imperfectly typed one. The market is 
flooded wiih incompetent typist*, therefore, if you wish to 
succeed, you must raise yonrself above the common leve/. 

EXERCISE 1C. 

Type each of the following commerual phrases ten times, 
taking care to copy the punctuation marks and capitals 
correctly. In typing the subscriptions, Voitrs faithfully, itc , 
use a capital Y for Foar#, and a bmall f for faithfully, but the 
reverse vf the word faithfully comes first, thus Faithfully 
your*, not Faithfully Yourt, Foar* truly, not Four* Truly 
Sir, Dear Sir, Dear Sirs, Madam, Dear Madam, Mesdames, 
Gentlemen, I am, dear Sirs, We are, Sir, I remain, Madam, We 
remain. Gentlemen, Yours faithfully, Yours truly, Yours 
sincerely, Yours respectfully, Yours obediently, Your obedient 
servant, Faithfully y.mrs. Very truly yours, Yours very truly 
Yours very sincerely, Yours, ic. 
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fiKSSON IX. 

{Hmui 

Numerical and Miacollancous Signs. 

Tlio fium-eH and iniHOftUaneoua aigna inuBt now bo inotuonsod, 
aftor which a blank diagram of tho keyboard may bo drawn on 
tho blnckboanl by tlio toaclior, and tho ontiro koyiward filled 
in from tiio HtudontH' dictation. 


Various Uses of Characters in Addition to their 
Primary Use. 

Tlio Hinull I (ol) in UHoii for tlio tignro 1, iiiiIob.b, as is tho case 

with a fow ty])owiitor8, tho Arabic 1 is given. 

f.r/., 01 . 

.All (lajiitnlH arc iiHod for Roinun ligiiros, e.y., Clmptor I. 

Tho capital 0 is used for tlio cypher, e.y., 10. 

Tlio Hinall X ih used — 

(if For tho niultiplication sign, 2 x 11 i-* C. 

(2) For tho word by (in mcasnromonts) C x .T. 

Tho hypiion is UKod — 

(1) h'or tho diwh, with a space boforo and 
after it to diatingumii it from its primary 
1180 as ttio liy])linn. 

(2) For tho minUH aign, e.p,, G - II S. 

(31 In compound wordH, lioolt-lteojiing. 

(■1) 'i'o ilcuoto tho onuKBiou of liguvcB, e.o., 

1900- C. 

(. 0 ) In fraulions wlien u.xproBaod in word.s, 
e.ff,, nino-sixtcentliH. 

(6) In fractions wliinh avo not roprcRontod 
on tho typoivriter, tho numorator and 
donomimvtor being filled in witii tho 
■poll, e.ff., 

(7) To componiid ordinal and cardinal 
nnmbors when written in words, e.f/,, 
twenty-first, twenty-ono. 
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(8) lu tbe equation sign (see combination 

chsracters) 

(9) Id the plus sign (the second stroke being 
filled in ■with a pen), e.p , S + 2 = K 


The underscorer is used — 

(1) To underscore headings and titles. 

* (2) To emphasise words find sentences. 

(3) To denote italics. 

(4) To indicate foreign words and phrases 


The apostrophe is used — 

(1) For the single quotation marks, t.ff., She 

said, “ What I intended to say was, 
‘System promotes success.'” 

(2) For the sign for foot or feet, e g., 1' ; 9’, 
(d) For the sign for miimtes in geometrical 

and geographical measurements, <~g.y 31* 
60' E i^ogitade. 

(4) In the exetamation mark, see combiaa- 

tioo characters. 

(5) To denote omissions, t g., don’t, 'tis, e’er 
The quotation mark is used — 

(1) For tbe Sign for inch and inches, t g., 1"; 

10 }-. 

(2) For tbe sign for seconds m geometrical 
and geographic.'il measurenaents, e.g , 20* 
0' 43', S. Latitude 

(3) For the ditto mark, e g., July 7th. 

.. 8th 


The full atop is used — 

(1) For leaders, m the tabulation of figures, 

(kc., to guide tbe eye from column to 
column, € g f 

Cwt. 

Santos . . ... 433 

lUoJnueiro 422 

St. Domingo 110 

(2) As marks of ellipsis, e.g , . . , 

(3) For the decimal point, e g., 10 9. 

(4) Between hoars andminutes, e.g , 3.30 p tn 
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’I’ho shillings stroke is used — 

(1) iu nbbreviathrtis, eg,, u/c. 

(2) For to between figures, c.g., 1/17 pipes. 

(3) For the in fiuthors’ MSS., e.g,, It is / 

second day on board / Venus, nnd / 
passengers 

(4) In fractions, e.g., l/6th. 

There are also many signs which are not of frequent enough 
occurrence to warrant their fonning a part of the ordinary key- 
board, httt such signs may bo made up of a combination of two 
or more characters, or by turning the platen backwards or 
forwards so ns to raise or lower the desired character. In cases, 
however, whore tho work of tho typist necessitates tho frequent 
use of any particniar sign not given on the ordinary keyboard, 
a mechanic slmutd ho called in and tho sign in question snh- 
stittited for some other character which is rarely required. 

Tlio following is a list of signs which can bo made either by 
the raising or lowering of a given clinmcter or by a combination . 
of characters : — 

By turnitn: tho Platon a aliade backwards — 

Tho Ditvresis •• Two full stops. 

Tho Asterisk * Small x, hypheti and apos- 

trophe. 

Tho Degree sign ” Small o. 

Tho Decimal point ... . Foil stop. 

Tho Kquation sign ... = Two hyphens. 

By turning tlio Platon a shade forwards — 

Coddla , Comma. 

By turning the I’latoti a shade backwards for tho lop 
character, and a shade forwards for the bottom ono — 

Tho Section sign g Two small s’a. 

The per cent % Small o, shillings stroke atid 

small 0 . 

nf c/o Small c, shillings stroke and 

small o. 

Per thousand o/oo Small o, shillings stroke and 

two small o’s. 

By holding hack the carriage half a degree — 

Diphthongs w, a) o'’and o, a and e. 
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By hulding down tlio npnce bar— 

Case fp CftpitalC and flliillitigi stroke. 

Uupoe U „ H ,, „ 

Shares h ^ >> n 

Dollar $ Capital S and paronthcsia* 

marks. 

Division sign . . Cul«>ii and hyphen. 

Semi-colon ; Colon and comma. 

Note of exclamation I Full stop and apostrophe. 

Cent-B 0 Small e and shillings stroke. 

Underscoring. 

Type the given line on which the nnderscorer occurs and 
when the line is completed, return the carnage (by de- 

f iressing the c.arriage-retea3e key so as not to change the 
ino) to the point where the underscoring is to commence Then 
strike the nnderscorer ItghUy the same number of times as 
there are letters m the word If the machine is equipped with 
a ribbon, wind the ribbon slowly while depressing the under* 
scorer. 

Notb.— S tudy Lesson IX., Part II. or III. 

EXERCISB 17. 

{Clan ITwi) 

Type three lints of each Uitcb of figures anl miscollan»ons 
signs : — 

1, 2, 3, 4, 5, 6, 7, 8,9, 10, ll, 12, 13, 14, 15, 16, 17, 18, 
19, 20, 30, 40, 50, GO, 70, 80. 90, 100, 200, 300, 400, 600, 
COO, 700, 800, 900, 1,000 Ist, 2nd, 3rd, 4th, 5th, Gth, 7th, 
8th, 9th, 10th, 11th, 12th, 13th, Uth, l5tli, 16th, irUi, 18th, 
19th, 20th, 2Ut, 22nd, 23rd, 24th, 25th, 2Gth, 27th, 28th, 
29th, 30th, 31st. I., ll. III, IV , V , VI , VII., VUI , IX, 
X, XI., XII.. XIII, XIV, XV, XVI, XVII., XVIII, 
XIX, XX., XXX, XL, L, LX., LXX , LXXX., XC , C. 
1/10, 2/-, 2/6, 3/-, 3/6, 4/-, 4/3, 5/9, 7/8, 8/9, 9/11, 10/1. 
£201 10 6 (or £201 10s 6d), £3,000, £601,700, £1,000,000. 
$60, $79, $200 56* 5’ 20* S Lat , 12' 6' x 5' 10', 
5%; ^ 3; earjon. ij J * (2 4- j) - 63 . j + } 

= 1 } 6 - 2 - 4. 1-75 J 9-9. 


* la • f(w tnuhlQM the tarentheelinvkidonot loiwer for (he duller, lu »)ileli 
cue emplor the iblUlsre itrake 
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liXl'UlUISE IS. 

Hints on Typewriting. 

Typo tho following, oarofnlly timlorscorlng and apnoing after 
pnnotuation inarko as before diroctod. Employ double lino 
Rjmeing; margin .5; paragrapba 10; — 

In typing tho following oieroiBoa stiulonta aro ntrongly 
advUod not to ho content until they can make a porfcct copy. 

Tho diroctiona aa to margin, paragraphs, and 1^ spacing 
should 1)0 carefully followed. Thou if tho (\r^ attempt is not 
satisfactory, tho oxorciso should bo re-typod. 

Atteutiou should also ho paid to tlio division of rvorda at the 
end of tlic lino, Uomember that a word of otm syllable must 
never !i« divided, nor shuul I u syllable couamting of ow letter 
only (for oxam;)le, a-wount.) ho allowed to stand alone. "Words 
of more than ono syllable should bo divided with dno regard to 
the B yllnbloH, thus, oom-moiul ; thoin-solvos ; iro-provo-mont. 

In typing first copies, it is not practicablo to keep the 
ritTbt hand margin qnito uniform, hut if a number of copies 
(say^ of a ciroulur letter are to bo typed, tho right hand margin 
In tho Booond and snhsoqnont letters may ho rendered fairly 
oven by leaving an oxtra space after a comma or full-stop, if 
tho Uuo is shorter than tho following linos ; or if, on tho other 
hand, it is Imigor, liy spacing only once after a full-stop, iuBtoad 
of tho usual thrice. An additional spaoo may also bo loft 
between tho words in order to oitond a given lino, or tho 
piragraphs may bo either indented to 11 instead of 10 or com- 
mencod at 9 instead ^ 10, hut if this is done iu tho case of 
°tie paragraph all the other paragraphs must follow suit. 
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LESSON I 
(Sane l^orL.) 

Inserting the Paper. 

No. 10 Reuin'qios. — Insert the paper, together with a 
"backing sheet” between the cyliniler (31611, Plate 2) 
end the Feed Roll See that the left-hand edge of the 
sheet touches the Paper Side Guide (33920, Plate 2), and 
roll it in beneath the Paper Guides (33890 and 33900, Plate 2) 

v**- ‘i-- G-— a (26930, Pitta 

, • with the Line 

y • * IJ’40, Plate 2) 

and draw back the side which projects too far. 

No. 11 Reuinoton — As the No 11 nLuhioe is equipped 
with needle Point Guides, It U better to hold or lock bick the 
Feed Roll Release Kej (33740, Plate 2) when insertiiig the paper, 
as this brings the ueedle Points in conuct with the cjlinder 
just beneath the back Feed Rolls, so that the paper comes to a 
standstill square with the cjfander, and directlj the pressure on 
the Feed Roll Release Key n relaied ibe pap;r is held in 
position by the back Feed Rolls 

The position of the Paper Side Guide (33920, Plate 2) may 
be altered by loosening tbe Thumb Screw, and moving the Guide 
to the required position, and re-tightemng the Thumb Screw. 

No. 7 AKD 8 Remisotos- — Place the paper, together with a 
"backing sheet,” between the Cylinder (B 7, Plate 7) and the 
Feed Rolls, turn the Cjlmder away from you with one of 
the Thumb Wheels (153 ^ Pbte 7) just enough to catch 
the paper; raise the Carriage and roll the paper in nntil tbe 
line on which you wish to type is evtn with the Line-guides 
on the Paper Guide Pieces and at the same time guide the 
paper beneath the centre Paper Guide (C C 3, Plate 7) with 
the thumb and finger. 
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Should tho edge of the paper not lie parallel with the scale 
press down the Feed Itoll Release ^165 A, Plate 7) with the 
left-hand little finger, and adjust tho paper by drawing back 
the side which projects too far. 


Returning the Carriage. 

No. 10 AS'D 11 Remisoton’. — At the completion of each line, 
the line must be changed and the carriage returned to com- 
mence a new line. This is d-me by pulling tl : Line Space 
Lever (34000, Plate 2) gently to the right until brought to a 
full stoj) by tho M.argin Stop (37622, Plate 2). This will 
simultaneously change the line and return the carriage. 

Tho c.arriage can be moved in either direction, without 
changing the line, by depressing either the right or left 
Carriage Release (28050, Plate 2). 

No. 7 ASD 8 Remisgtos. — Raise the Carriage Lever (170 Z 
Plato 7), and at the same time inclining the hand to the right 
until the carriage is returned to the required position. 

The carriage can be moved in either direction, without 
changing the line, bv dcpreising the Carriage Release (140i A, 
Plato 7). ' 

M'hen raising the carriage to inspect the work, do so by 
means of the handle to the left of the carriage, and not by the 
Carriage Lever. If lifted by the Carriage Lever, the line will 
bo changed, and the typing, wiion resumed, will fall on the line 
below. 


The Ribbon Movement. 

No. 10 Aa'O II Remisgtos. — The ribbon movement is 
entirely automatic on these machines, and thus relieves the 
operator from any care of it from the moment that it is 
put on until it requires to be replaced by a new one. 

If it is desired to reverse tho ribbon before the spool is 
empty, it c.an be done by pusiung in or pnllinc ont the Gear 
Shaft (2G290, Plate 5) by means of tho Cranks (27670, 
Plates 2 and 5) at either end of the Gear Shaft 

All the No. 10 and 11 Machines are fitted for using Two- 
colour Rihiwns (Plate 5), and the two-colour Dial or Indicator 
(279G0, Plate 2) is loc.itod close to tVic left-front post of the 
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typewriter. To write in red, taru the knob to the left so that 
the Pointer is over the red spot, nod to write in purple or 
blioV, turn the knob to the nghteo that the Pointer h orer 
the black spot 

When a One-colour Ribbon is in use, the whole of its surface 
maybe utibred by keeping the knob of the Indie itor to the 
right until the upper |>ortton of the nbbon h wnru out, and 
theu to the left 

J?o 7 AND 8 Rsuinoton. — The ribbon morement is tniirely 
automatic on the No. 7 and 8 typewriters, and does not require 
to be rereraed by the operator when it has run out. It has 
two murementa, ne., from spool to spool and a transrerae 
movement across the typeb-ar basket, thus enauniig the entire 
surface of the ribbon being utilised 

If it is desired to reverse the nbbon before it has nm out, it 
can be done by pushing in or pulling out the Gear Shaft by 
me.aQa of the Crank on the left hand side of the machine. 
When this shaft is pushed m, tbe ribbon irili iriod on to the 
right spool, aud, when pulled out, it Rill wind on to the left 
spool. 

Any of the No 7 or 8 maebines may be fitted \Mth the Two- 
colour Ribbon Device, and the eecond colour can bo instantly 
awiiched into position for printing by tneaiis of the Ribbon 
Lever which is situated just above the left-hand Ribbon Spool. 


LESSON n 

{/tome liort ) 

Care of tbe Typewriter. 

It is of the utmost importance that the typewnter be kept 
free from dust end dirt, and to ensure tbe best results with 
the least expenditure of energy on the pirt of the operator it 

should be oiled and de.aned daily. When the rnachine is not in 

use, keep it closely covered, ®nd clean it rfuily in the following 

manner — 

Na 10 and 11 Roiinotov. — Dust the machine all over, 
using a soft duster for the parts which are easily accessible, 
ftud’a !oug-fiandIed brush for the intricate parts. Oil 


nrtvttge Ueleftse ^ 

A^V-pe ^ - \)rtt6'^* ^ -a \\o^® 

oicV.eVV^^^% Jb a -X U^ Le ^og 

'\o Se S ^ the C^iO '02 

?S>”%r Vt< s otS-'v 

thoV® . ^UctftO' . «a\ng ® ;> a ^°'^‘ 


T\u o'^’ /T? 1 

■^’“(“v'”®'' ,,.. f»5'"®ott to”"' 

t.o * 'f rS. 

htee^^ J® toda cdocw 

6" '"’S-to”'” \\Sw'- 2'“t'r«'«*'’'”; jt wot 

ootto”"’ ,W.-»»«f 'U 

JJ-Ttoe eiSoS'tS, 

;\“'Sto'"to“ -1 tw "S” ’: w ?'^’' 

. on V. ' 

. -Uotcd Vjvc't ' 



42 


TUK typists' MANUAI- 


points of Uio Dogs; in the two lioles in tho top of the 
Piniou-wheoi Stmni ; in the holes in the joints of the CsTriage 
0.scilliit'ir ; an<l on tlia Iwariuga of tiie Ribbon Spool Sbufta and 
tlic Riblxin Movement Shaft, 


LKSSON III. 

f Home irort-.J 

The Keys. 

Mo. 7, 8, 10 AND 1 1 Uemikoton, — E.ach key on tho iloinington 
Typewriter (with tho exception of tho two Shift Keys) repre- 
sents two characters. 

Tlio keys ropresoutiug the alphabet show but one character, 
although each of them is capable of typing both tho small letter 
and ttio corresponding capital letter. 

Tho other keys, each representing two dissimilar characters, 
have both characters indicated on the face of the key, and are 
consequently styled “ double " keys. 

When the cylinder is in its normal position, tlio small letters 
or tho front signs of the double keys arc typed if a key is 
depressed. 

For capitals, or any of Ibo rear signs of the double keys, de- 
press the right Shift Key with tho fourth finger of the right hand 
if tho key is in t!io left-hand section of tho Key -board, and the 
left Shift Key with tiio fourth finger of tho left hand if it is in 
the riglit-liand section, and then depress tiie required key. 
Tlio Shift Key should bo pressed well homo before the key is 
struck, and should not bo liberated until after tho key lias been 
roiensed. 

The Printiug Point and Scales. 

No. 10 AND 11 llr.MisoTON, — By tho aid of the cut-out on the 
Lino Gauge (‘269.30, I’iato 2), tho typist i.s tmablcd to ascer- 
tain the exact position at wliich a given letter will fall, namely, 
in the centre of tlio cut-out, and this position corresponds to the 
number registered liy tlic I’omter ^37691, Plato ‘2) on the Car- 
riage Scale (283.52, Plate 2). 




4‘i THE typists' MAKL'AL 

points of the Dogs; in the two holes in the top of the 
Pinion-wheel Stand ; in the iioles in the joints of the Carriage 
Oscillator ; and on the hearings of the ilibhon Spool Shafts and 
the Eibbon iloromeiit Shaft, 


LESSON III. 

f Home Worh) 

The Keys. 

No. 7, 8, 10 AND 1 1 IlEJirNOTON. — Each key on the Remington 
Typewriter (with the exception of the two Shift Keys) repre- 
sents two characters. 

The keys representing the alphabet show but one character, 
although each of them is capable of typing both the small letter 
and the corresponding capital letter. 

The other keys, each representing two dissimilar characters, 
have both characters indicated on the face of the key, and are 
consequently styled “ double ” keys. 

When the cylinder is in its normal position, the small letters 
or the front signs of the double keys are typed if a key is 
depressed. 

For capitals, or any of the rear signs of the double keys, de- 
press the right Shift Key witli the fourth finger of the right hand 
if the key is in the left-hand section of the Key-board, and the 
left Shift Key with the fourth finger of the loft hand if it is in 
the right-hand section, and then depress the required key. 
The Shift Key should bo pressed well home before the key is 
struck, and should not be liberated until after the key has been 
released. 


The Printing Point and Scales. 

No. 10 AND 11 Remington.— By the aid of the cut-out on the 
Line Gauge (2G930, Plato 2), the typist is enabled to nscor- 
laiii the exact position at which a given letter will fall, namel}’, 
in the ««<;•« of the cut-out, and this position corresponds to the 
nnmher registered by the Pointer (37C91, Plato 2) on the Car- 
riage Scale (28352, Plato 2). 
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No. 7 AS0 8 Hemingtos. — ^The typing point on these 
machines is ascertained by the aid of the scales (87 Z, Plate 7), 
and the Indicator (94 A, Plate 7). Thus, if the Indicator 
points to “0” on the Front Scale (87 Z, Plate 7), it denotes 
that the character typed will be at the commencement of 
the line ; or if, on the other hand, it points to 72, 
or 120, it denotes that the character typed will be at the 
end of the line. 

In addition to the Indicator the typist is also warned that the 
end of the lino is near, by the ringing of the Bell nt 6 degrees 
before the end of the line. 

Line-spacing. 

No. 10 ASD 11 llEMixoros. — For single line-spacing, lift the 
knurled Timinb Piece (35531, Plates 2 ..r 4) of the Line Space 
Gauge, and set it in the groove farthest from you; for 
double line spacing, set it in the centre groove ; and for treble 
Une-spacinE, set it in the front groove. 

No. 7 AND 8 Reminoton. — For single line-spacing, pull the 
Space Gauge dorni to its lowest point ; for double line-spacing, 
raise it to a horizontal position, with the end of the Gauge 
pointing towards you ; and for treble line-spacing, raise it to 
a perpendicular position, with the end of the Gauge pointing 
upwards. 

Variable Line-space. 

No. 10 AND 11 Resvisoton. — If it is desired to type upon a 
given lino, or upon ruled paper whore the spacing differs from 
the ordinary line-spacing, proas in the right-hand Thumb Whool 
(3IG71, Plato 2 or 4) with the right-hand and with the left, 
turn the left-hand Thumb Wheel (31681, Plate 2) until the 
given line is exactly to the edge of the Line Gauge (26930, 
Plato 2). If it is desired to use the Variable Line Space for 
sovornl lines in succession, press in the right Thumb Wheel 
(31671, Plate 2 or 4) and lock it by pulling over the Variable 
Line Space Lock (30521, Plate 4), so that it c.atchcs over 
the flange on the hub of the Thumb Wheel. 

No. 7 AND S Remington.— Press in the right-hand Thumb 
Wheel, nnd turn the paper up by means of the left-hand Thumb 
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Wheel until the given line is oven with the Line Guides, which 
will be found on the Paper Guido Pieces. 


LESSON IV. 

{Home irort-,) 

To Regulate the Left-hand Margins. 

No. 10 AND 11 Remingtos. — To sot a margin on the left- 
hand side of the paper, move the left Marginal Stop (37622, 
Plate 2), along the Marginal Stop Bar (by pressing with the 
thumb on the knurled knob) until the Indicator points to the 
desired degree on the Scale (28352, Plate 2). 

lu work requiring two marpint, say marginal notes beginning 
at 5, and the body of the work at 20, set the Stop for 20 ns 
before described, and the Inner Marginal Stop (37662, Plato 2) 
by pressing back the Final Stop Release Lever (36320, Plate 2). 
If it is desired to pass from ono margin to the other, or to clear 
both margins, press the Marginal Release (37540, Plate 2). 

No. 7 and 8 Remington. — To regulate the left margin, it 
is necessary to move the ripfU Marginal Stop (situated at the 
back of the machine) to the left, along the Marginal Stop Bar. 
To do this take hold of tlie Marginal Stop Cam Lever and slide 
it along until tl\e Indicator points to the required nvimbor 
on the b.ar. 

To set an inner margin, as described above, press in the catch 
head and sliile the Inner Marginal Stop to the required nnmbor. 
To pass fioin one margin to tho other, or to clear both margins, 
press in the .Marginal Stop Release Button (156 Y, Plate 7). 

To Regulate the Right-hand Margins. 

No. 10 AND II Remington.— To shorten the line of writing, 
sot the Marginal Stop (37612, Plate 2) so that its Indicator 
points to the degree at which the lines arc to end, and slide the 
Paper Guide (33890, Plate 2) towards the left, in order that tho 
Paper Guide Roll may confine the right-hand edge of the 
paper. The Bell will, ns usual, give timely warning five spaces 
before ttio end of tho line (as gauged by the ‘Marginal Stop) 
is reached. 
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Wheel until the given line is eveu with the Line Guides, which 
will be found on the Paper Guide Pieces. 


LESSON IV. 

(Home Work.) 

To Regulate the Left-hand Margins. 

No. 10 AND 11 Heuingtos. — To set a margin on the left- 
hand side of the paper, move the left Marginal Stop (37622, 
Plato 2), along the Iilurginal Stop Bar (by pressing with the 
thumb on the knurled knob) until the Indicator points to the 
desired degree on the Seale (28352, Plate 2). 

Ill work requiring ttvo margmt, saj marginal notes beginning 
at 6, and the body of the work at 20, set the Stop for 20 as 
before described, and the Inner Marginal Stop (37662, Plato 2) 
by pressing back tiie Final Stop Release Lever (36320, Plato 2). 
If it is desired to pass from one margin to the other, or to clear 
both margins, press the Marginal Release (37540, Plato 2). 

No. 7 AND 8 Remisoton. — To regulate the left margin, it 
is necessary to move the right Marginal Stop (situated at the 
back of the machine) to the left, along the Marginal Stop Bar. 
To do this take hold of the Marginal Stop Cam Lever and slide 
it along until tlie Indicator points to the required number 
on the bar. 

To set an inner margin, as described above, press in the catch 
head and slide the Inner Marginal Stop to the required number. 
To pass {tom one margin to the other, or to clear both margins, 
press in the Marginal Stop Release Button (156 Y, Plate 7). 

To Regulate the Right-hand Margins. 

No. 10 AND U Remington.— To shorten the line of writing, 
set the Marginal Stop (37612, Pinto 2) so that its Indicator 
points to the degree at which the lines are to end, aud slide the 
Paper Guide (33890, Plate 2) towards the left, in order that the 
Paper Guide Roll may confine the right-hand edge of the 
paper. The Boll will, ns usual, give timely warning five spaces 
before the end of the line (ns gauged by the 'Marginal Stop) 
is reached. 
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imy of the 6ve Btopa, nri'l the cirria^ morea one forward /row 
ikt point u>Afrr it t'l ailvrtUd, nad simitarly with regard to tlie 
other keya. 

As the Back is rcvemble, as manj aa four different atyJes of 
work can be set up at the eame tune hj simply revolving the 
Rack on its axis and using the special Stops which operate on 
one, two, three or four sides aocordiiig to the style of Stop. 
To prevent the shoLk which might be caii'Oii to the cirriage by 
the use of the Colnnin Selector, the machine is equipped with 
a Carriage Guvenioi (25560. Plate 3) nhicli nbsorha the ahock. 


LESSON VI 

{ //one tVorl ) 

ChaDgiog Ribbons. 

No. 10 AND 11 REJJtsoTO.w. — Wind the old nbbon all on to 
the n'^At hand spool by turning the Crank (27670, Plate 2); 
detach it from the left h itid nblion tape, taking care to keep 
this tape aliove the topphte, unscrew the knurled screw to 
the front of the right hand ribl>on spool (27540, Plate 3), 
and slip olT the spool contnioing the oM rildxin, or, in the latest 
mirdeU, press down tlio snap ciL-h which projects from tlie 
Ribbon Spool Shaft, and ehp vtf the ep-ol, then turn the Ribbon 
Spool crank (27670, Plato 5) till the weight which is atUcheii 
to the shaft lies on tlie top of the eha^t. Take the spool con- 
taining the now nblnn and liold it with the eut-oni side next 
to the Ribbon Spool shaft, pass the freo end of the nbbon 
up through the slot iii the top plate, and across the type 
basket , attach it by means of tbo clip to tho tape on the left 
spool, taking care ihit the clip lies aiot'v the nbbon, replace 
the old spool with the new ono, by passing the nbbon spool 

shaft thre ‘ ■ * " ' 

in the eu‘ 
and if th , 

Now take hold of the nbbon as it lies stretched across the type 
basket, with tho thumb and finger of each hand, and pass it 
liehind and below the ribbon earner (27721, Plato 5), draw it 
slightly forward and at the same time raise it so that it is 
secured within tho two loops of the nbbon carrier. Finally 
straighten tho ribbon by turning the crank 27670, Plate 6. 
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For a capital or a mlsoollaneous sign at the rear of tlie 
double keys, the student has been taught, in Lesson III., .-to 
depress one of the Shift Keys. He must now go a step further.. 
Suppose that one or more words are required to be capitalised : — 
Instead of holding down the Sliift Key, which would involve 
loss of time, lock the Shift Key by depressing the Shift Lock 
(17520, Plate 2) with the fourth finger of left hand. To 
again release for lower case characters, press the left Shift Key, 

No. 7 AKD 8 Rejuxgtos. — To lock (or ujiper case characters 
as above described, lift the Cylinder Shifter (149 A, Plate 7) 
which has the efibot of holding the Cylinder back. 

When the cylinder is thus locked, a lower case oharacter may 
be typed by depressing either of the shift keys. 

The Column Selector of No. 10 Remington. 

This time-saving device should bo utilized whenever possible, 
ns for example in the display of letters, where a stop may be 
sot for the (Ah’ e, for the itisideaddresf, for the paragraphi, for 
the suhscrijition, and for the address on the envelope. It 
may also ho employed in tabular work when the column 
brgin at a uniform number. 

The method of procedure is as follows: — Set tlio Stops* 
(53655, Plato 3) on the Rack (53952, Plate 3) at the desired 
points and depress the required Column Selector Key (63520, 
Plate 2). That is to say, if you wish to typo at the degree 
where the fifih stop is set, for example to insert the date, 
depress the Key marked “ 5 ” ; if at the degree whore the first 
Stop is sot, for example the second line of the inside address 
depress the Key marked “ 1 ” and so on, and remember it is 
not necessary to return the carriage to the beginning of the 
line each time, but simply to depress the required Column 
Selector Key and to l-etp the finger o« the hey nntil the 
carriage comes up against the stop. 

Note that with this latest column selector each key acts in 
conjunction with its own stop only, that is to say. No, 1 Key 
moves the carriage to No. 1 Stop, No. 2 Key to No 2 Stop, 
and so on, whereas with the old model No. 1 Key operates with 


• See that tin* littlt* rchtintng spring of the 
tie 
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any of the fire stops, bqiI the carnage mores one forward from 
tht point where tl is situaUef, and similarly with regard to the 
other keys 

As the Rack is reversible, as many as four different styles of 
work can be set up at the same time by simply revolving the 
Rack on its mis and using the special Stops which operate on 
one, two, three or four sides according to the style of Stop. 
To prevent the shoi-k which might be caused to the carriage hy 
the use of the Column Selector, the machine is equipped with 
a Carriage Guvernoi (35680. Plate 3) nbich absorbs the shock, 

L E S S 0 K VI 

( //one Ifort ) 

Changing Ribbons. 

No. 10 AND 11 Reminoto.'i. — Wind the eld ribbon all on to 
the n'yAt hand spool by turoiog the Crank {27670, Plate 2); 
detach it ftoin the left hand riblxin tape, taking care to keep 
this tape above the top plate, unscrew the knurled screw to 
the from of the right hand ribbon spool (27510, Pl.\te 3), 
and slip off the spool conUioing the oM ribbon, or, lu the latest 
tnudels, press down the snap catcb which projects from tiie 
Ribbon Spool Shaft, and slip off the 8p<-ol, then turn the Ribbon 
Spool crank (27670, Plate 5) till the weight which is attacheil 
to the shaft lies on tlie top of the sha^t l ake the spool con' 
tfuning the new ribbon and bold it with the ent-out side next 
to the Ribbon Spool ehaft, pass the free end of the nbbon 
up through the slot m the top plate, and across the type 
basket ; attach it by means of the clip to the tape on the left 
spool, taking care thit the clip lies a&oce the nbbon; replace 
the old spool with the new one, by passing the nbbon spool 


inisaeL, witn tiie ttiumb and hnger of e.vch hand, and pass it 
behind and below the ribbon earner (27721, Plate 5), draw it 
sbghlly forward and at the same time raise it bo that it is 
secured within the two loops of the ribbon earner Finally 
Straighten the ribbon by turning the crank 27670, Plate 5 
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uodud wear upoa tbe Eaeapement Wheels (20702 and 20712 
Plate 6), and D»g (20193, Plate 6), that is to saj', it ahould be 
just enough to compel tbe carriage to more promptly when a 
kej is depressed. 

To increase the Tension, tnm the Tension Ratchet (21770 
Plate 3) to the nght, and to d/njiniah lift tbe Iwndle of 
the Tenston-pawl (21531, Plate 3) up and down 
1^0. 7 ASD 8 Remisotos. — ^To increase the Tension, torn the 
Tension Ratchet which is accomplished by turning the Bell 
(123 Z, Plate 7) to the right; and to diminish the Tension, 
life the Tension-pawI handle np and down. 

The Tensiou aeldom, boweter, requires adjusting, as the 
amount of tension which is lost by the morcment of the 
carriage from right to left » reg^ed by the rereree action 
of returning the carriage. That is to esy, the Tension runs 
down a certain amount erery time tbe carriage trarels from 
right to left, but this is exactly coDoterhaUnced when tbe 
Carnage is returned, as tbe act of returuiog it re^wlnde the 
malU'epnag- Students are, therefore, warned against expert* 
menting with it 

If tbe carnage refuses to more promptly, it can generally be 
remedied, not by increasing the Tension, but by cleaning 
and oiliBg the machine. Uoless it is kept perfectly clean and 
bright, the carnage will always more sluggishly. 


Tlie Finger Key Teosion. 

Xo. 10 ISP n REin.vCTOS. — ^The amount of tension on the 
Utter Spacing Rocker (20173, Plate 6) is regulat^ ^by the 


then tighten the set screw oguo. To diminisli toe tension, turn 
the adjastmg screw to the left 
No. 7 i..D 8 BDnsaM..r.— The Tenaion oj the ker. i. 
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(26930, Plftte 2), or if it » neceasarj to returo the carriage 
more thau a few spaces, emploj ooe of the Carriage Iteieaae 
Lerers (28050, Plate 2). 

To insert a correctiuii a/ter the Jiue has been changej, roll 
the Cylinder back by one of the Thumb Wheels (31681 and 
31671, Plate 2) until tiie bottom of the Ime upon which the 
Correction is to be msertecl u at the edge of the Line Gauge 
(26930, Plate 2). Than proceed as before directed. If the 
sheet has been removed from the machine, re-insert it, and 
adjust by means of the Feed Roll Release Key (337-10, Plate 2) 
and the Variable Line-space Gauge (31671, Plate 2), taking 
care to teat by the I " or “ i ” and to see that the stem of the 
letter corresponds with the graduated marks on the edge of the 
Line Gauge 

No 7 AND 8 hBaixoTOM — Erase the error as before 
described, and if the hue has been changed, turn the 
paper mto position thus - Roll the Cylinder back with 
the Thumb Wheel so as to bring the bottom of the 
line on which the correction is to be inserted eren with 
the Cylinder Scale; note the number; turn the Cylinder two 
notches from the Cylinder Scale ; set the Indicator (by 
depressing tbe Carnage-release Key) to the corresponding 
number of the Front Scale, and ineert the correction. 

Should All error be discovcre<l after tbe paper has been 
removed from the machiue, the paper roust I© re-mserted, and 
adjusted by means of the Feed-roll Release Key (105 A, 
Plate 7} In doing so see that the bottom of the Hue on which 
the correction is to be made is even with the Cylinder Scale, 
and that the centre of each letter comes exactly over a given 
degree of the Scale, and net between two of them Tho “ 1 " 
and “i,” having a straigbt-centnil stem, will !« found con- 
vemont for testing the eerrect position. When the paper is 
thus adjusted, follow tbe rule given above for inserting 
corrections. 

It will Bometimes happen that a word of (say) two letters has 
been typed In mistake for one of three, leaving only two spaces 
to insert the correct word of throe letters. Tills diilicnlty c.in 
be overcome by moving tbe paper a trifle to the right or left, 
BO as to take up half of each apace usually left before and after 
the w'ord. Suppose, for example, the word "an" had I"‘i >i 
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Mechanism of the “Yost.” 


LESSON I 
IVori.t 

Inserting the Paper. 

Ko 20 sa'l 13 YOst.— S et the eami:,'e >a the Ri-i-li* 
cf the typewnter , Uke « sheet of piper t^ether »ith s 
theet in the lef^ hind, pUee it opeHe d'^vn, isd the rde I>e 
typed apoa oiray fr^jQ yoa between the I’liten (C, Kite iftsA 
the Fee«i Kolls ; tnra the Platen away frra jvi with the r;d.t 
land by Rasa of the Pliten XlraRb Wheel fF, PZite f/ ;?it 
«n«?h to s«Gre the paper; the K/rti}.U 

Ciidei (DD, Plate S; if ceoeearr. the P«>er 

Glide Ri'aM Leren ^EE. Plat? and ti.-r the pifer iv, 
pcrtfaia fjT iTpcsi. 

S-tnli the edje cf the paper be ti^ercc ce-e r'ir thi.; the 
ether, adjn't it as CcIIfn : — Deyrto the Foei £iiSta.s* 
(L, PUt* £;, an,i draw t«k the eide width si tv- tt;i- 

No. 10 osn 1 1 Tc-? 7- — ^In»ert ti# pit^ = i tR-Kr sa '.~-4r 
ts that dessrliKd abTre, t-rt ah*e she ireri^ ^ ?*.“ ti^ 
ihseS in TTT-f! ^ whies wt*3 wih tT ^ 

tie two EtsI? litwi whin »— s^ ji'Ril ic i.u* 

Piter Griie &tZ»n, tain^r etrett;^^ ^ 

CR*Lit»> crer shie Piisen I' ^ 

cc Thhrh (Strmmit* ftrpiss. ss « v’tjt ^irr 
piternn v, thm the *.-■? T"’**^**^ 

«f tie eirrhar*, ii /trier K prerctS s.af i ryr /a 
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The Keys, 

Ni>. 20 aad 15 YOar — Each Key on the Ko. 20 and 15 
YO-it (with tlie exception of the two Shift Keys) represent* 
tuo characters 

The keys rejiiesenting the alphabet show but one character, 
although each of them U capable of typing both the snjall 
letter and the correapoathng capital letter. 

The keys representing two diasimilar characters hare both 
characters indicated on the face of the key, and are conse- 
quently styled "double* keys. 

When the Platen is m ite normal position, the small letters 
or the front signs of the donble keys arc typed if a key is 
depressed 

For capitals, or any of the signs at the back of the double 

I- 5, „f,|„ 

• tbe Key' 

' the left 

* press the 

, . , ^ ell borne 

before the required key is struck and must not he released 
until the key is libor^t^ 

If all capitals are required depress tbe Shift Lock, and to 
release the Shift Lock pre-<s the left-hand Shift Key. 

No. 10 AWD 11 Yosr— Each key on the No. 10 and 11 
machioes represents one character, tbe capital letters being 
conreuiontly arranged in three banks shore the small letters. 
Erery capital is situated three ktfi above its corrsipocding 
small letter, so that it is only necessary when a capital is 
required to glide tbe Sngora over three keya. 

Retarnisg tbe Carriage. 

No 10, 11, 16 AND 20 Tost. — At the completion of 
each line, the line must bo changed and tbe cnm'age 
returned to comtneuce & new line This is done by drawing 
tlia carriage to the right by means of the Liue-space Lerer 
(I, Plate 8). The pressure of the thumb on this lerer actuates 
the Vme-epacing mechanism and causes the roller to turn the 
paper into position for the next line. 

The carnage can be mored in either direction without ehsoglng 
the line by depressing the Carruge Release Lerer (0, Piste 8) , 
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THR TTPISTS’ HAKOAli. 


LESSON IL 
{Home Work.) 

Care of the Typewriter. 

Ono of the greatest enemies from which the typewriter 
sufTers is dust, and a heavy touch is almost ns detrimental. 
Therefore, every effort should be made to protect the type- 
writer from tho’former, by keeping it closely covered when not 
in use, and by cleaning it daily ; and from the latter, bj^ adopt- 
ing the “ touch ” system, which ensures a light touch. The 
machine may then bo relied upon to turn out the best possible 
work will) the least expenditure of energy. 

Oiling and Cleaning. 

No. 20 and 15 YOst. — Dust the mnchiiio.all over, using a soft 
dristcr for the parts easily accessible, and a long handled 
flexible brtisb for the more intricate parts. Having removed 
all dust, oil the bearings of the Carriage E.ails with the best 
typewriter oil, using the oil very sparingly. 

Distribute tlio oil by running tlio carriage backwards and 
forwards by means of the Carriage Release Lever (G, Plato 8), 
wipe off the superfluous oil with a cloth, aud polish the nickel- 
plated portions of the machine with a wash leather. 

CUnning the Type . — The face of the ty])c may occasionally 
require to bo cleaned with the type brush, but ns thoj' are 
protected by the ink pad this is seldom necessary. 

No. 10 AND 11 YOst, — Follow the same proceduro with 
regard to dusting aud jwlishing the nickel-plated portions of 
tho machine as on a No. 15, but wipe out the channels at the 
back of tho 'carriage (in which tho inner carriage runs on its 
ball bearings), aud put ono drop of Die best oil in tlie channels 
and on tho front rail, distiibuting it by moans of tho Carriage 
Release Lever, and wiinng off tho sujierflnons oil. 

Ci.R.ANiNO Tun Typr. — Uaiso the carriage ; bring the type 
into position through tho Centre Guide by depressing the kc3’s 
one after another, and brusli them with a stiff brush. Bo 
carcfnl to keep the typo-brush free from oil and dust, and 
to use it for tho typo onlj-. 
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Stop H set, and tbcn loci the typc-bara when the Hmit of the 
Ime is reached 

For example, if the margin is set fop 65, the bell will 
ring at 60, and the tjpe-bars wQl refuse to move after 65 
If it IS desired to type an additional letter or two beyond 

the locking point, depress the Margin Release Key. ’ ^ 



I*LATt OF Xo 10 tdilT. 


Xo. 20 (only) —Or, m the case of a second stopp/Dc poiot 
bfiug required at the end of the Iine^ the outer Adjustable 
Lae Stop (R| Plat« 9) may be requisit/oned id exactly the same 
It; u tbe outer Margioal Stop. 

SalOatfD li Yost.— M ote the Right Jlarpo Stop towards 

tlie left, along the Margin Bar, ooti) tbe left-hand edge of it 
toacbn tbe required number. 

Tbe right-hand Margin Stop, lo addition to regulating the 
r;ht-hsnd margin, sets the Bell to nng 5 spaces before 
li'rsqmred margin, and then foci* the type-bars when tbe . 
litcf the margin is reached 


LESSOS T. 

(ffmt JTfrt) 

To Take Off the Carriage. 

Si20Y6st.-HoU 

fcl,, m.. the Cattiag. with • tatiwarf ‘"'i '‘f-'t 
i! nth m npwarf awl fontari mxmnt^Ws lit 
hilt larger Models fitted •il» *“"• 

--stso Carnage Loot Battos (Piste H) »">* 

I'fje tie Carriage can he remoyed. 
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free, so that they cau be wUbdnivu from the R.i:k for re- 
setting Pass the Carnage along till the required number 
appears m the pnnting apace in the Centre Guide, and 
set the first Tabulator Stop on the Hack inmtdiattly 
oppoiiie the jirtt TabuUtor Plunger for the neit number, 


DiREcr to the given point 


LESSON VI 

ir«rl.) 

To Remove the Ink Pad. 

No. 20 AND 15 Y<5 st. — I temove the Carnage; depress the 
Type-bar Buncher (X, riate 11), remove with a screwdriver 
the two Pad Caso Screws, take bold of the small right hand 
ear of the Pad Case fwhere the screw has just been removed ) , 
lift It up and draw it to the ngbt, the reverse end will then 
drop, and the Pad can bo removed 

No. 10 Aso 11 YOst. — R aise the Curn*ge, or, better still, 
take It o!T. Take hold of the two projecting metal knobs uf the 
Ink Pad (Plato 16), one with each hand, and turn the Pad 
about half an inch to the right or left 

The Pad will then he loosely on the top of the Mam Ring, and 
can easily be disengaged from the types, and worked round so 
that the interlocking tongue*, which join the ends of the Pad 
together, cau be separated hiicI the Pad twisted round until the 
ends have been brought under the Front Rail Then raise the 
free end of the Fad, and twist it round in tlic opposite direction 
until it IS clear of the machine. 

To Insert the Ink Fad. 

No. 20 AND 15 YOst — To insert Ink Pad, simply reverse the 
process of removing the Pad fn'ni a No. 20 or 15 machine. 

Notb. — If the P.id IS a very moist one, wijie it with a cloth 
before inserting. 
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No. 13. — Adopb the same proceednre but, while hokiin" the 
Platen Thumb Wheels, press in the two Lock Bolts with the 
index finRers. 

No. 10 AXD II Yost. — Press the two Push Buttons, which 
will bo found one at each end of the Carriage (just behind the 
Milled Wheels), and lift off the Carriage. 

To Put On the Carriage. 

No. 20 Yost. — The Carriage should be held at such an angle 
(Plato 11) that the Guides (V, Plate 11) in the Carriage Ends 
point downwards, and it should then be lowered until the 
Guides eng.age the Guido Pins (W, Plate II). It should then 
be pressed downwards into its normal position. 

No. 15. — Adopt the same procedure, but ])rc8s in the two 
Lock Bolts. 

No. 10 ASD 11 Yost, — Take the Carriage in both hands j press 
the two Push Buttons or Plungers; place them in the two 
yokes on either side, at the back of the machine, and then 
release the Push Buttons, 

The Column Finder. 

No. tO Yost. — ‘I'hts time-saving device should be utilised 
whenever possible, ns for example in the display of letters, 
wliore a Stop may be sot for the date, for the second and sub- 
.seqiieiit lines of the inside nddrefn, for the parayrajdtf, for the 
fuhscriptixn, and for tlie address on the envolo{»e. it m.ay also 
be employed in tabular work when the columns he^iv at a 
vitiform number. The method of procedure is as follows : — 

Set tiie Column Finiler Stops (S, Plate 9) to the required 
numbers on the Column Finder Hack (T, Plate 9), taking care 
to place them with the smallest (No. 1) to the left and with 2, 
3 and 4 following in numerical order. Tlion by a single 
depression of the Column Finder Key (N, Plate 8), the carriage 
will move Dinner to the given point For o.xampie ; If in the 
case of a letter stop No. 4 is set for the date, depro.ss tlio Key 
marked 4, and the carriage will p:is.s straight to (hat point. 

No. 15. — Draw forward the Paper Shelf; depress the 
Tabulator Stop Looking B.ar Lover which will set the Stops 



MECBiSlSa Of TfiE TOST. 


single aepreision ov me lei^mtea Jvey tae Oarnage ttjJI ta^re 
BiBtcT te tii® pomt. 


LESSON' VI 

Itfonc WVl) 

To Remove tbe Ink Pad. 

No. 20 iSe 15 Yost.— lUmoTe tbe C.\Triage, depress tbe 
Tjpe-bar Banchet (X, Plate ll), reinoTe with a swwdnrer 
the tffo Pad Cass Screns , take bold ol tbe email ngbt baad 
ear of the Pad Case {where tbe screw bss ;u3t bees reaioted) ; 
lift it up and draw it to tbe right , the reeerse eod will thea 
drop, and tbe Pad can be remo-ted. 

No. 10 aso n Y(>8T— Raise tbe Oamuge, or, better still, 
take It off Take hold of the t«o projecting metal koobs o! the 
Ink Pad (Plate 16), one with each hand, and turn the Pad 
aboal h*li au inch to tbe right or left. 

Tbe Pad will then i>“ W"»*7 — * ■ 

can easily be disengaj 
that the interlocking 

together, can be lepaiaiw noa tbe Fad twisted round until the 
ends harebeen brought under the Front RaiL Then raise the 
ftte end of the Pi^, and twist it rnuud m the opposite direction 
UnW It w cleat o{ the machine 
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L\sSS 015 Vll. 

(Home ^Vori.-) 

■ rto Teiisio^' 
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aSomt e«ry time the camsse tarels f™® "ght to 



this Is exflctiy counterbaUuoed when the Cimogeisretomed, 
as the act of leturuing »t rc-winda the tnain-apnag Students 
are, therefore, atrougly adviseJ not to experiment with the 
tension. 


The Key TeiiBion. 

No. 20 A^D 16 Y6 bt. — S ometimes when a key is depressed 
the carriage will cot cnoTe, possibly owing to the fact that the 
“Doss" are out of gear In such case tilt the machine, and it 
will be seen th.vt there is a email screw close to the nghl-hand 
front base foot This la the Key Tension Adjust, and to 
remedy the ahose defect the Tenawni should be increased by 
turning the screw a tnfie to the right, whereas a turn in the 
rererse direction would, of course, dimmisii the tension. 

No. 10 ASD 11 Yost — I n the case of these models it la 
necessary to remove the hack shield to adjust the Key Tension, 
when St the base of the machine there will be seen a small wheel 
witii a number of circular holes in it. Immediately behind the 
shaft to which this wheel la fixed there are two pms, one 
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THE TVnSTS’ MASGAI., 


is known as the “Rigid” Dog, and the bottom one sis the 
“ Loose ” Dog. If there is not sufficient force tiio Loose Dog 
will n>it be thrown far enough to enter the ne.tthole, and conse- 
quently the carriage will not move. To remedy this, turn the 
machine np so that the underneath can be seen, and it will be 
obserred tlmt directly under the X there are two short bars, 
the lower one carrying the Key Tension Spring. To increase 
the tension turn the adjusting screw a trifle to the right, and to 
dimiuisti it a trifle to the left. 

As the machines are properly adjusted before being sent out 
from the makers, the remark as to tlie undesirability of students 
interfering with the Carriage Tension applies with equal force 
to the Key Tension. 


I.KSSOX VIII. 

{Home li’orl-.) 

Corrections. 

No. 20 ASH Ih Yost. — To erase aii error run the carriage to 
the e.tireine right or left of tlie machine (according to the posi- 
tion of the error) so tlmt the dust from the paper may fall on 
the desk. On no account crate over (he type-har basket. Use an 
erasure siiield or a strip of paper to protect the adjacent words. 
If tlie lino has been chauned before the error is discovered, 
turn the paper back with the left hand until the bottom 
of tlio line on which the error occurs is oven with the 
Wriliii;/ Line ^I’late 10) ; run the carriage along by depressing 
the Carriage llelciise Lever (C, Plate S) until the desired space 
appears in tho Printiny .S'/mee (Plato 10) and fill in the 
correction. 

Should an error be discovered after the pajior has been re- 
moved from the machine, the paper must bo re-insorted and 
adjusted by means of the Feed Roll Release Lover (L, Plate 8) 
so that the lines of typing lie parallel with the Scale, and that 
the letters fall exactly over the various degrees of the Scale 
and not between tboni. The Platon Release (.1, Plate 8) must 
then bo pres'-od and the Platen turned so th.at the bottom of the 
line wiiich requires a correction is even with the Writing Line 
(Plato 10). 
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Staly the answers tc the fiUjWiac • . * 

*ork a Test Paper ni CU?* fr^a cie=^ rr — ~ 

1. Describe the proceM o» ,t- tT-«Tr.:e- 

2. How Is the Iice-sjftce a,^ra*e.i c-ici’e 

5. How are the i!u.-^x3 rt^nhted t '* * ' 

L How is the carriage taken c® a- a j.. , . ; 

5. H». i, ft, ^ ; 

6. Ho.uft,c«»^Te=„m-ite;i ' 
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LESSON X. 

(Ilttmt Um-i.J 

Commercial Correspondence. 

Points to be memorucJ 

1. Tliat Commercial Letters are tvped oa quarto paper 
(lOJ* X S'), or note (octaro) 8'* x 5}", quarto being tbe 
most usual size 

2. Tbit tlisj are duplicated with a carbon, or typed with 
copying ink and press copied. 

3. That if a Letter Reference is gireo, such 
reference should be typed lu tbe space usnaily 
prorided, and slioiild bo quoted in the left hand 
comer of the envelope in replying to the 
letter. 

4. That they consist of six parts, namely — 

(o) The Heading (the sender's address and the datej 
(6) The Inside Address (the name and address of addressee), 
(c) Tiio Salutation (such os Dear Str) 

((/) The Text of the Letter 

(<) The Subscription (each as, I rematn, Sir, Yourt 
faxthfuUn 

{/) The Signature (the name of the writer or firm) 

6. Thai as a rule tbe address is printed, and consequently 
only tbe data has to be typed lu order to complete tbe beiding 





Commercial 


LESSON X 

(Bomt IVorl.) 

Commercial Correspondence. 

Points to be memorized : — 

1. Tliat Commercial Letters are typed on quarto paper 
(lOJ' X 8'), or note {octavo) 8" x 5|’', quarto being the 
most usual else. 

2. That, they are duplicated with a carbon, or typed with 
copying ink and press copied. 


corner of the envelope in replying to the 
letter. 

4. That they consist of su parts, namely . — 

(а) The Heading (the sender's address and the date^. 

(б) The Inside Address (the nameand address of addressee), 
(c) The Salutation (such as Dear Sir) 

{d) The Text of the Letter. 

(<) The Subscription (each as, / remain, Sir, Yotirt 
faithfully 

(/) 'The Signature (the name of the writer or firm) 

6. That as a rule the address is printed, and consequently 
only the date has to be typed lu order to complete the heading. 




...... 

i* „a®b Sept-, ^ two Bets ,o, 

B-.— vjatwesti fo * tbe con^W° ' aces 

9. '5^'^'' '"' d tPs^ ®'''^)'see bcs'®' f’f tbo boa^'^S- , 


InaiAe , recoding I'^st 

t oSV' oi®?"” ''”*'"”®'„ 5 „,e»t.i '■s 

^''’'^'''"nSon oi ti'O®® \ioBtste^ 5 ^. \,titi3Tpadi5 \,YieTCBS 
the e%ccP^' ” iiow®’'®,’ psa- ^ po3'«on, 

eudvi- ti'O AdtcBsing ^ d tii 

eioat®'^^ ,„ved in sd Jegtnon- ^,t\cs ^n 

® ,. rmnioj^.n-^ouincttso _v,mentBt5 \ „^e tyP' 
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15. That oScials employed in Public Companies, Institutions, 
County Councils, Girporations, GoTerameut Depirtraents, ic., 
are addressed in nfcordanec wiih the positions they occupy, 
thus Chairman, Cltrk, Town Cirri, Seeretari/, Treaturer, 
kc. 

IG. That the Salutatisn begins at the commou margin, 
usually 5, and is followed by a comma. That it should be 
typed in full, thus : — Dtan Sir (not Dr. Sir), GentUmen (not 
Gtnlt). 

17. That the Paragraphs are indented 5 spaces from the 
common margin whicli is usually 5,* that each independent 
subject should form a separate paragraph ; that the right hand 
margin shonld be as uniform as possible ; that a word of one 
syllable must nei'cr be divided; tliat each terminations as ed, 
iny, lion, lion, must, if carried over to the next line, be taken 
over intact (thus, coiinec-tion, not connect-ion) , that it is 
admissible to contract ultimo to ult, instant to Inst., and 
proximo to prox., when reference is made to the pasf, present, 
or the next month ; that m referring to any month previous 
to the lest one, the word last must be employed after the name 
of the month, or in referring to any future month, save the one 
immediately following the one in winch you are wnting, the 
word next must follow the name of the mouth. Examples : — 

Writing in September, the 39tli Sep. would be referred to as 
29th inst 

„ „ 29th October would be referred to 

as 39tb prox, 

II II 29tli Aug would be referred to as 

29th ult. 

.. 11 29tb July would he referred to as 

29th July last 

II ,1 29tb November would be referred 

to as 29th Not. next. 

That when the last sentence of the letter is connected with 
the subsoriptioD, it must be followed by a comma and not a 


*1d tb« of «b«rt l«tt«n 
snpbt wool4 roinm«a«itt IS 


10 mirgla b »7 b« cmrIoj*d. la oticb mm pin- 



con^'"^' 1 rlcf*^ 1 ft foT^ ° ivnci *'■'' ^ 

r<»«i«' “' „. •W"' “ „, *o»'a '>”,"|.,.e'»'”““' 

tto‘ » ■>'“ ,,„ .t ^^ uor, *»“■•'* 

”'Sl> 
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Scale ehowinff where to eommetiee the varioui linei: 

ts ml*n 

A«arln|ita 

Ml Auj . I*l< 

Mesirs. KArrlson A Sons. 

Clftdalon* House. 

16. Pi-tnCeas Street, 

Keneheste* 

^ar ftlri. 

The virtoae ranges ef teeed end UbIdi (eedd. "Tlleh et pro* 
nU«* (e have r**dr eartr in tk* Math, are Juet es«plit«d, ejii 
0» Bee have the pleature of fervordlm tbes te J9V- 

The ud 14a leeed fueUtle* are our eUndard ubee. but 
ftadiod e««4thtnc le eentod at a te«*r Frtee. «t V*t te euValt 
eacpiea ef duatltlee H Stf . ■ SK and W_>» . ohuk M eaa pradutt 
at 4d. and 14. Idle prtee 

Should you desire any •edtfieattene in aoy oT these etylee, 
•e ikall be cie4 te earsT out so«b ehaniss for ysur special aeo, 
and are proyorod to ■ake oawlo Icifths quickly 

Eaclsscd yen *iU find aeeie of tbIims. k* , and oe shall bo 
plaased te bear froo yea. ebeuld yeu desire te confer aith ue en 
ae? etbir pelnte of detail 

We remain, dear Sir*. 

Yours falUifiilly 

gneloeure. 

' • ' * ■ ■ ‘ CO the carbon 

cc • • dealt with ID 

L • , * thus : Slide 

• EoTBlope* epeeUlly deilfoed fjeihe tyrewrlter ehouli be ujel In pnltrnr* 
to crdiaary eat*, as they pu'sseot en e*en aunsee to the type, aed thus obrlits Ui* 

blumd taprssilon so elUs aotleesble ts t7|<eirTllUa addrssssa 
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THE typists’ MAIIUAU 


full-stop; in other if the verb of tiie aehteiico ends in 

iriff, use a comnin, but if it does nbt end in inf, use a full-stop. 

Example : — Trusttni? to be fuTOured with your further orders, 

We remain, dear Sirs, 

Yours faithfully. 

18. That the Subscription commences at 36; and that each 
line is indented 5 spaces from the preceding line. That it must 
be in keeping with tlie salutation ; thus, if a letter begins with 
Bear Sir, it must end with 7 remain, dear Sir, and not 7 
remain. Sir. That each line of the Subscription is followed by 
a comma, and tiiat a comma must also be typed between 7 
remain, and dear Sir, or whatever the form employed may be. 

19. That a space should be left for the signature of the firm. 

20. That the number of enclosures should be typed at the 
bottom left-hand corner of the letter, thus ; — 2 Enclosures, 
unless an adhesive enclosure tab is employed. 

EXERCISE 19. 

( clan ll’orLJ 

Take a sheet of quarto paper and place it on the desk, lay a 
sheet of semi-carbon* with the face or carbonized side down- 
wards upon it, .and on the back of the carbon another sheet of 
quarto. Raise the paper guide rolls unless they adjust them- 
selves automatically. Run tlio sheets into the machine with 
the face of the carbon towards the platen or cylinder. 

Study the scale given herewith, and sot out the following 
letter accordingly, turning four single line-spaces after the 
Heading, three after the Inside Address, and doable between 
the lines. Regard this letter as a model for the following 
letters : — 


* SemJ-fArbon is carboniietj on oxff eldo of tbe »heot only 



Tm. 1. 

QOARTU 



I 



retd •(slo O eod D. 

Pia 1 



Aetbcibeetarreen when felded 



,o\eft«>^"! Insert t ® comO'^flc It 


t ot in ^ oi.. 

lit tn® „ mjaceoi ® r,!,'’ 5t *t 

,n\ottcrs®P 


\ 


I. Son'll 

a Bon®®. 

G\ftAston Streot. 

,(, -ptiiiocs® 



QOARTU 
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LESSOX XI. 

(Uont Work ] 

POSTAL REGULATIONS. 

IklaS'd CoRRcaroKDCxcE. 

The term “InUnd Correepondeaca " meens correspondence 
posted withm the Bntish Islands, and addressed to some place 
in the Bntish Islands. 

Rates to be memorized • — 

Letter Post. 

The prepaid rate of postage is as follows :■» 

Not etceeding 4 ot. m weight ... I4d. 

For erery additional Soia. or fraction 
thereof Jd 

A letter posted unpaid ts chargeable on dshrery a-ith double 
postage ; a letter tusufficientlypaid, with double the defieisticT. 
The lender is leg-dlj liable for the charges. 

Xo letter may exceed two feet in length, one foot la sridlh 
or one foot in depth.* 

Books coiitamiog twelre I|d stamps, twclrc I<L, and 
twelve ^d are sold at 3a 

LaTC-Fsi LmcRS 

As a general rule correspondence which is too Late for the 
regular hour of posting is, subject to the payment of an extra 
fee of Jd- stamp for Inland, and Id. stamp for Foreign letter*, 
received till within five minutes of the actual despatch of the 
mail, but no Post Office is kept open merely for this purpose 
after 10 p m 

No late corresiwndenee is forwarded from the Post Office 
Late Fee Boxes unless completely prepaid by stamps 

Letter Boxes for the receipt of late letters bearing an extra 
§d. stamp are affiieKl to all Mail Trains to which Travelling 

• Tbe»« limit* d« Bet STPlT t®v2c!*lUtt«r«. 
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THB TTPIST3’ MANUAL. 


Finally, place it in the envelope, seal it, and deposit it in the 
Post Basket, ready for the Post Clerk, avfaoso'dutios are dealt 
with in Lesson XXL 


EXERCISE 20. 

Typo this letter in the same stylo ns the previous one, going 
through the ofBoo routine in exactly the same manner ns in 
Exercise 19, but note that this and the following exercises are 
not to bo typed line for lino with the copy, as was the case in 
the model letters given in Exercise 19. 

119 High Street, 

Sheffield. 

12th Feb., 1918. 

Messrs. Lewis, Frishy, McHenry ik Co., 

205 Queen Victoria Street, 

London, E.C. 4. 

Gentlemen, 

We have to acknowledge receipt of your favour of the 
10th inst, and hasten to reply. 

Wo willingly accept your proposals, and shall bo delighted 
to see relations established between our two houses that may 
prove mutually ndvautagoous. You may rest assured that we 
will do all in our power to merit the good opinion with which 
Mr. Redfom has inspired you, and to show ourselves worthy of 
the confidence reposed in us. 

We shall bo ready to make advances to the extent of two- 
thirds of the invoice amount of goods consigned to us for sale 
on receipt of invoice, bills of lading, and orders for insurance. 

Wo arc, Gentlemen, 

Yours obediently, 

(Signature of firm to be written here). 
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15 grammes, and Ihe same rule applies to multiples of ]5 
grammea 


RerLT ConroNS 

P „ -.-I 1 1 « r— -* r — « jg of 25 centimes 

; the arrangement 

• ** . this country at 

the price of 3d. each for the purpose of prepaying replies to 
letters Tho coupons can bo exchanged by the addressees of 
anch letters at the Post Office of the place of destination for 
local postage stamps. 

Coupons receired from other countries may be exchanged for 
MstAge stamps at any Money Order Offices in the United 
Kingdom. 

EXERCISE 21. 

(CtoM Wcrii ) 

In displaying these two letters, follow the same procedure as 
before, but sign them on behalf of your employer, that is to say, 
type pro (for) before the typed name of tho firm and your 
initials beneath it This is tho method adopted when a cleth 
is asked to aign a letter on Iwbalf of some other person, and 
care should bo taken norer unintcationaliy to forge the name 
of an employer by anting it m pen and ink without the earing 
word pro and the clerk'e initials 

Rue St llonore, Havre 

23rd Jan., 1918. 

Messrs. E. Corbet ic Son, 

2" Grafton Street, 

Manchester. 

Dear Sirs, 

We are in receipt of your favour of the 20th inst, 
and much regret the delay in the execution of your esteemed , 
order, which, unfortunately, we could not avoid. Wo prMsed 



..fists’ r, tiers 

B not prepaid. 

nr V»(vtS6^ W 

wes*"'”" POST 

Fote'S'^ „ to. e\i^ ^ ,-,„2 tho t® 

nassiog aoc\'i^"^®.v 

sod.) ."^ oo U«M1 S. U-'i? . 


«A tVic -^9 to\ tViereot , ' 

ff%5! t« ““ 

eftOVi s ^titiso uces rate '® 

»" ’’“’f Uto' »"Fi i««"®“”.l»TS “'t ' 


^ .\a ^ icnrv «nuutn«° 

1 ,* ^ V \s COtf'V^ . t \)[\Q 

^-Viicb P'^®^ •’ijottots®'’ ‘jeUvery 's 
W ofcco. ^ ,„ed on “O ,iArcsscd t< 

. ..^Uttstsf'^r.ccedin 
latded, ,i , Air Unc: do7- ^^•’ . In^s’’ 

, • ,-5 anJ Sot o'oooi ^ ^Yio n_ irore'i 

«oU'''^''‘^T/'lV\- '„ 10/. ■> 

'^*ot o'lceedti^''^ ftAc\resss‘^'\ '•° ’^3 fot lo^^ 

' ""t bettoTS n*' V v,TO-,id • -■ t:\xo .^t\\ bo 

H V. Id. ps^ T.'rotces nbroad 

nnd V rate oO^ tb® d 2 

^^“^fNVoincn 

s'=‘^ ^ « for men- ■FoTOigi' ^ iimon sx 

for a ot dsP*- tVoTo®'*\^ not « 

liters to vfcvb 


coimiuicm.. 
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{Bone ir«rl ) 

PO.STAL IlEGULATIONS— 

Printed Paper Rate. 

Ini ANt> 

Rntes to be memorized — 

Not exci'edmsr 1 oz. in weight 

Esceoiliiig lo? but not ezeeeding 2oz lu weight lil 
Above 2oz. the nito is mergctl m the Letter Rate 

Printed or written matter not in the U'lturc of a lei tor maj 
bo trausniittwl bj this post. 

A liook packet must not exceed 2 feet in length, I foot in 
width, and 1 foot lu depth. 

It must be done up ao aa to udmit of the contents being 
easily examined. 

Circulars produced from typowritlcn originals are admitted 
at the Printci Puper Itate, provided there are at least SO copies 
of «Qcb cirenU’', that they are handol in at the Post Offies and 
the Attention of tlie Authorities called to their nature, and tint 
no blanks aro left in tho text to l>o hlled m by ham! or typow nter. 

Theto is no spocnl nto for s.imjd<.M sent ' } Inland Post 


Newspapers. 

Iki-and 


The prepaid rate of postage on Ilegislered Kewspapers,** 
including any supplement thereto, w Jd tor every copy not 
exceeding 6 oz in weight, with a further charge of Jd. for every 
additional 6o/s or fraction thereof Tins applies to txnglt 
copies, and if more than ono is posted in the same packet they 
will bo charged ns if posted teparault/, but iii no case will a 
packet of such copies be chargeable with a higher rate thin a 
book packet of tho same weight. 

Newspapers posted unpaid are chargeable on delivery with 
double postage ; if iusuQleiontlj pud, with double the deficiency 
Newspaper packets must be left open at Iwtb ends, and shonld 
be foldoil so that the title of the paper can readily inspected 


* A r*rltt»r*d newirapar !• on* upon wklob tlM pntilli 
lo U* FimUI AuthorniM in order that II na; M eti 
Kloflanx M k pottkl tkU «( td 
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Printed Papers, Commercial Papers and Samples. 

Printed pipers Jd. for ctcry 2 oit.* 

Commercul Papers. — 2|d. for the first 10 ozs., and Jd. fur 
OTery additional 2 ora. 

Simples — Id. for the first 4 oza., and Id. for erery additional 
2 ozs. 

Insufficiently prepaid packets will be charged on delivery with 
double the deficiancy, but if unpaid they will be stopped. 

Packets of printed or commercial papers addressed to British 
Colonies or Possesstona or to oon-Union eouutnes or colonies 
may not exceed 2 feet in length and 1 foot in width or depth ; 
but for foreign countnes m the Postal Union the length is 
limited to 18 inches Packets m the form of a roll may not 
in either case exceed 30 inches m length and 4 inches in 
diameter. The limit of weight is 5 lbs. for Bntish Colonies 
or Posiessions and for non-Union couniries or colonies j and 
4 lbs. for foreign countries in the Postal Uniop. 

Packets of samples addressed to Bntish Colonies or Posiei- 
sions or to non-union countnes tusy not exceed 2 feet in 
length and 1 foot in width or depth , packets for foreign 
countries to the Postal Omoo must not exceed 12 inches in 
length, S inches m width, and 4 inches lo depth. Packets in 
the form of a roll may not m either case exceed 12 inches 
in length and 6 inches io diameter The limit of weight is 
6 lbs. for packets of samples for British Colonies or Posses- 
sions, and for non-Umoa countries or Colonies, but fur foreign 
countries in the Postal Union the limit is 12 ozs. 

Such packets must be done up so as to admit of the 
contents being easily examined, and must contain nothing 
in the nature of a letter. 


Parcel Post. 

IwLaho. 

Kot excoo<ling 3 U» tn weight . . ... G<1. 

Uxcceiling 31b but not excelling 7 lb Oil. 

71b lllb . Is. 

Greatest length . .. 3 ft. 6 in 

Oreatest length und girth combmeii . G ft 0 in. 


* Kxerpt Ntvtrarieri, ll«ntlsc> lod Tnd« Jeurntli (wr C«uftd4 

ud KtvrauadlAnd. • 
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TUB TTPISTS’ MiOTAIi. 


Neither a newspaper or its cover may bear anything save — 
(fl) The names, addresses, and descriptions of the sender 
and the addressee, with index or reference numbers 
and letters. 

(i) The words “ With compliments.” 

(c) The title of the newspaper and a reference to its 

registration for transmission by post. 

(d) A reference to any place in the newspaper to which 
the attention of the addressee is directed. 

(«) A request for return in case of non-delivery. 

No newspaper or packet of newspapers must weigh more than 
2 lbs, or exceed 2 ft. in length, or 1 ft in width or depth. 
Unregistered Newspapers, 2 ozs id. 

FonEiQK Ann Coi.onial. 

Magfazine Post for Canada and Newfoundland. 
Uegistored British Newspapers, Magazines and Trade 
Jonrnais for Canada and Newfoundland are sent at the 


following rates; — 

Over 2 ozs. but not 

exceeding 6 ozs. in 

weight... 

Id. 

„ G ozs. 

»» 

U lbs. 

»» ... 

Ud. 

„ l^lbs. 


2ib3. 

... 

2d 

„ 2 lbs. 


24 lbs. 

» »** 

2id. 

„ 2Ubs. 


3 lbs. 

IJ ••• 

3d. 

„ 3 lbs. 


34 lbs. 

tJ ••• 

34d 

„ 3| lbs. 


4 lbs. 

» * ‘ • 

4d, 

„ 4 lbs. 


44 lbs. 

••• 

4Jd. 

„ 44 lbs. 

»> 

5 lbs. 

V •** 

fid. 


Backets not exceeding 2 oz. in weight are transmissible for Jd. 
as ordinary printed matter. 

This reduced scale only applies to packets sent by direct 
Canadian Packet, and to Newfoundland by direct Packet, or 
via Canada by direct Canadian Packet 

Packets posted unpaid aro not sent forward, but if inanffi- 
cicntly paid, they are transmitted and charged with double the 
deficiency. 

Such packet must not weigh more than 5 lb., or exceed more 
than two feet in length or one foot in width or depth. 

Note. — The restrictions enumerated under “ a to e,” Inltiiul 
Newspapers, apply also to the Magazine Post. 
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Fift. r. 


FwI44t A.n i II 

Finallj plac« it in tho eiiTelope, »en] it, nod deposit it lo the 
Post Ihsket. 


KXERCISE H. 

(a) Type the folloivitig letter of introduction uti Note psper, 
and remember, irben eucl«>siag it la the enveloie, tiiat it is 
considered more courteous not to seal a letter of this description 
30 Queen Victoni Street, 
Edinburgh. 

Messrs. Hunter 3; Co , 28th Feh. 19I& 

22 Mosley Street, 

Manchester 

Gentlcmeo, 

This letter *rill introduce you to Mr William Brookes, who 
hsa for many years occupied the position of buyer m oor 
establishment, and who now cootomplites commercing a 
drapery business ou Ins own account in your city. 

We shall esteem it a personal farour if yon wUI kindly do all 
in yonr power to assist him in this new enterrnse 
Wo are, Oentlemrn, 

Yours faithfully, 

iSifbAtur* cl rtnai 
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>'ulJ *1 A II 

Finallj pUc« it in the envelope, seal it, and deposit it m the 
Post Basket 


EXERCISE 24. 

(o) Type the following letter of hitroduetioii on Note paper, 
and remember, when enclosiog it m the envelope, that it is 
considered more courteous not to seal a letter of this descnption 
30 Queen Victoria Street, 
Edinburgh. 

Messrs. UuQter «!f Co., 28th Feb, 1918. 

22 Mosley Street, 

Manchester. 

Gentlemen, 

This letter nill introduce you to Mr. William Brookes, who 
has for many ye.ars occupied the position of buyer in our 
establishment, and who now contomplates commercing a 
drapery business ou his own account in your city. 

We shall esteem it u personal favour il you will kindly do alt 
in your power to assist him ia this new enterprise. 

Wo are, Gentlemen, 

Yonrs faithfully, 

{Slfvttur* 0 / rimX 



no-tVi'J^o ftiisworH 

“X't 1. t"” "i” “' ' " „„ . !»««' («?“’” 

f ““ '” "'vw.... 

Mdo,l tor p»«, ."■» "‘"‘ 

,ot\i comtnorow ^g^mpors bo 

5. no**™' ttao-loo'"!!! , 

.bo, to “ _.,„rrrxiii’ 


%'H'^i to o sp.o,.t 
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ir ;.r »»: 

— 


3^^PIVESS. 
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(&) In ca^es where the distance i» too far to tend hj Special 
Mes8i*i)ger all the waj, and where time is of importance, letters 
not exceeding 1 oz. may be sent bj rail or steamship. Such 
railway tetter would lie taken to a Passenger Station of the 
Hallway Company orer whose line it « to travel and bo handed 
in at the Parcel Hooking Ofliee or the Passenger Ikioking 09ice of 
the HailwayCompaiiy, together with afee of 2(L (payable lu money 
to the Company) in addition to the ordinary pnstagc In atamps 
afhxed to the letter. 

If the letter is to be called for at the station of address, the 
envelope must he addressed thus ■ — 



K II. Fratiktnan, Es-| . 
Parcel Office, 


aeix iH 
EUB{v 


Waverley SUtion, 


Edinburgh 


(To Iw Cl lied for ) 


If it is to bo posted at the elation of ntlllrL‘s^ it must be 
addressed thus 


F. H Frankman, Eeq, 

The Laurels, 

Princes' Street, 
Edinbu 

To Waverley Station. 

(To be posted on amsaL) 



t. \3 ih"'^ frotfi ^ '^..m! (l«l^«‘’^-’ 


ico ‘'X'" ” {rort^ \\,0fial 

^:^lZ’addr^^^ ;;o G.?-0-' 

, t,ntfl , ...nnd ‘'‘ _„'\-,Ae. 
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EXERCISE 25. 

(CZdM Worl ) 

Type this letter onfoohcftppAper.follnvriDgthesameprocedare 
B3 itt the prerioua letters, baring ia mind the fact that 
when ft letter contains & tabular atatemout sucii etatement U 
usually set in from the body of the letter and typed at iiaylr 
line-apacing with an extra turn before and after it. 

121 West Street, 

Ilirminghsm. 

Messrs. Neill i Co., 25th Feb., 

16 Fleet Street, E C. 4 
Dear Sirs, 

We beg to own receipt of your esteemed fsrour of the 
24th inst, enclosing fire UUls of Exchange to our order, rii. 
X2C0 At 3 months, on Binningham, 

X780 At 3 months, on Manchester, 

XRtO At 3 months, on Widrerhstnpten, 

X350 at 2 mouths, on Iluddersheld, 

X250 at 2 months, on Doncaster. 

* 

Total X2,280, with which you hare been creditevl. 

You hare always been so courteous to us that we acim 
have recourse to your kindness. A firm of your City, whose 
name is given on the annexed slip of piper, is desirous of doing 
business with us, and has sent us an iiDport.stit order, which 
will necessitate nn ouihiy of X800, We should feel obliged if 
• 1 • , - .1 - , -I ' ‘he 


trust you will give lu nn unbi isscd reply, and, nt tiie same time, 
beg to assure you that you may rely on our secrecy. 

Trusting that you will comuiaud us freely in any similar 

cases, 

Wo are, dear Sirs, 

Yours fiiitlifiilly, 
(SiatiaUirf «t Kirm) 

Note. — I f this letter weighs lot, wlmt stainji ilnnilil I'" 
affixed to the enTelopel 

• Id IjfluS U»« whm S’! IlDf cnlumn* of I'lrn a 

■t«t« H'art It. D&a a Saall< •firr it 
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liXERClSE 26. 

(а) Type this letter in a similar stylo to tho last one. 

Farriiigdon Street, 

London, E.C., 4. 

20th Feh, 1918, 

Messrs. Webster, Smith & t^o., 
llnenos Ayres, 

South America. 

Dear Sirs, 

In next sundry case wo arc sending you two samples 
of Asphalt, and enclose herewith two copies of tho “Uses of 
Asphalt," from which you will seo that this material is very 
suitsiblo for tropical climates. 

Wo beg to quote you as follows : — 

Asphalt in block s and also in casks. 

In blocks of 30 kilos 70/- per 600 kilos. 

In wooden casks of 200 kilos... 7.6/- „ „ 

M I) » f'OO ,, ... <2/- ,, ,, 

C.l.F. BUE.NOS AYRES, per steamer. 

Trusting that those prices will enable you to place with us 
soino large onlors, which shall receive our best attention, 

We are, dear Sirs, 

Yours laithfull}’, 
(Signature of Firm). 

Enclosure. 

Notk. — S upposing this letter to weigh i oz., what stamp 
siiould iio affixed to the envelope 1 

(б) Typo neatly displayed replies to the following questions : 

1. What is tho charge per mile for sending a letter by special 
mosHonger all the way I 

2. How must tho envelope bo marked 1 

3. In cases where the distance is too far to allow of n special 
messenger all tho way, wlint would bo tho best course to 
adopt 1 

4. How should the envelope be marked if tho letter is to be 
called for 1 

Can a letter bo oxprossud after transmission by j)ost? 

6. Can letters bo dellvorod in advance of the ordinary delivery. 
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LESSON XIV. 

(//smc ITorX ) 

POSTAL HEGULATION&-Co«rm..<JL 

Money Orders 

Hatch or PonyoAOE. 
ilUea to he mcrnomed . — lN'i*AXD 





Above ami not exccoilin" ,£3 

3d. 

.. -£3 „ „ 

XJO . 

. 4d. 

xio „ ,. 

£20 . 

. 6d. 

.. i-’O „ 

.. £30.... 

. . 80. 

.1 •£30 „ „ 

£40 . 

.. lOd. 


No Pinele Mon*y Oolcr con be mucd fora aitmexeeiNliD;; X<0 

FonCIOV AND C'OLOKIAL. 

(rt) For Orders pa> able la British Dominions, Cotonie*, 
Protectorates, etc (includm,; lodta. Alien, and 
the Iiuli.tn Postal Ageocies, aud nnd the 

Sudan), the British Postal A^tencies in China, 

Morocco, and at I'anaon, or m «d>' of the lo)» 
loaiu|7 Coimtncs — 

France and Alj;eni, 

French Colonies — Dabomer, French Con^o, 

■ ■ 3.L for 

'• ■ evere 

or 

Italj and Itniiau Oftices in Bciudir, Eritrea, fraction 
and Lib} a, of£l. 

Japan with Corea, Fonnosi, Karnfiito and 
Japanc'C Agencies in Chian and Mmclmria, 

Portugal (including Maileimaud the Azores), 
Portuguese Colonies —Angola, C-ipe \erde 
Islands, Sloumbique, Macao, Portuguese 
Guinea, Portutuese lodu, Timor and St. 

Thomas and Pnneipe, 

Roumania, 

Buasia and Russian .Agennea m China, 



-sssS'S- vi.”»r2S 
Si::iSs;5r:S--’-'- 



covmprcial 


ms 

The easiest vaj to rsmsmber the pouQda^^e on the Tarious 
amounts ts to note that the lowest order Issued is for 6d. and 
that they ttdrance bj eix|<eiices from that amount to 20i. 
that the poundage up to JSs. Indusire m Id., ntid from IS*. 6d. 
to 21 b. is l^d 


purpose 

llEUtSTnATION AND CoMPXVSATlON 

Correspondence of nnj kind (including parcels) can l>e 
registered. 

The ordinary registration fee is 2il id tiddiiion to Iho 
postage, and this secures con)|>eii8.Uio» up to £5 lo the event 
of loss or damage 

Compens-ation will abo lie given for spins abo\e £5 up t'> 
II lantimum of £400, upon prepayment of the following fees 
in addition to the fr-senge-— 



i.inin ..f &»D|c.>m<. 

. umt 

e( C.>ter«nt*UoU 

lid. 


Is. Id 

1220 

3d. 

£>0 

1 Is 20 

£240 

4d. 

£40 

Is 3d 

£260 

5d. 

£60 

1 Is 4d. 

£280 

6d. 

£80 

U 5d 

£300 

7d. 

£100 

1 is Cd 

£320 

8d. 

£120 

is. 7d 

£340 

9d. 

£140 

Is. 8d 

£360 

lOd. 

£160 

, Is 9d 

£380 

lid. 

£180 

Is lOd. 

£(00 

U. 

£200 




The easiest way to ascertain the fee payable f-ir a given aum 
is to remember that 2d, secures £5, and for all other sums 
divide the amount by 20 and add 2 to the result, which will 
give the fee m pence. 

Everything intended for registration must be banded to an 
officer of the Post Office and a certificate of posting, bcinng 
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iin nckiiowlodginont that tlio feo for registration and compoiisa- 
tion has boon paid, must bo obtained. Notliing intended for 
registration must bo dropped into a letter box. If, contrary to 
this rule, a packet bearing the word " Registered," is dropped 
into a letter b >x, it will be compulsorily registered, and charged 
on delivery with a feo of 4d. 

The packet must bo made up in a reasonably strong cover 
appropriate to its contents, and must bo fastened with wax, 
gum, or other adhesive matter. It is not sufficient merely to 
tio tbo packet with string. 

If it bo desired to secure compensation for damage to a 
packet (other than a parcel), the packet must bear the words 
Fragile, witii Faro.” Those words slimild appear on the face 
of tiio cover above tlio address. 

All packets nmst bo marked at thn bottom left-hand corner 
with the word " Registered, " followed l>y the amount of the feo 
if it exceeds -M. Thus " Registered fid.,’’ and so on. 

Compensation in respect of money of any kind (coin, notes, 
orders, ciioqnes, stamps, Ac.) will only bo given in those cases 
in which the money is enclosed in one of tl)C Registered Letter 
envelopes sold by the Post Office and the packet is tondered for 
transmission by Registered Letter Post. The compensation 
given ill respect of com* will in no case exceed .£5. 

Componsatton for damage to a packet sent by Roglstorod 
Letter Post will only be given in tboso cases in which tbo 
packet is conspicnoiisly marked with the words '* Fragile, with 
Caro.” 

Registered letter envelopes for Foreign ns well ns Inland 
Letters can bo obtained at the Post Office in various siv.es. 


• Rfimittance Letters. 

Under the al>ovo heading we shall deal with letters enclosing 
and acknowledging romitt.ances. A remittance may bo sent 
either m the form of a cheque, draft, money order, postal order, 

‘ Tho ierm ** *’ mrttnn ftU‘l includes c( *11 VeUvd*, who her or not eumnt 

the I'liited Ktnyjoru or el«»ewhc^tr. 
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or Btnmps, and should ba folded within ths letter, one end of it 
being turned over the top etigo of the letter, so as to be eaiilj 
seen. The letter should atate whw the remittance ii for, and 
also the amount 

A cheque or draft ahoiild ho miule payable “loonlei,” unlens 
the person to whom it w to bo |kii<I gives s|>ccial directions to 
the contrary, when it can bo mode payable "lobrarer.” If 
made payable “to ori/rr," the pajee must endorse bis name on 
the back of it beforo ho can cash it, and it thus becomes a 
stamped receipt to the payer for the amount ]>aid. 

If a cheque, draft, money or der, or p ostal order bo crossed 
«ith two lines and the wonls ‘’«C'C‘o"be iiisertocl bitacen 
them, it signihei that (la^ment will only bo made tbroiiKh a 
bank, and if the name of the Isuik lie added, payment will be 
made only Ihrough the bank apcctlied Thu mctlioil eniiires 
cheques, d;c, l>cing pud int> n bmk, and thus facilitates their 
being traced lu the event «f being stolen or l'>st. If the cheque 
is aiss marked ‘ not nfffolt'ilile,” it is nccepto<l at the holder's 
risk. That u to say, if A gave II a crossed clicqne marked " net 
ntg'dialU” and A had no nght to ench cheque, then II would 
have no right to it. 

When drawing a cheque, always till m on the connlerfuil the 
amount, date, and name of payee. 

In cases where money is require*! to be sent with tho iilin'^st 
despatch, it may bo tranimittv<l by means of a lcl*-gra{it>ic 
money order, which can l»c oUamol nt any jKJst otSc** where 
telegraphic and money onler business is transacted 

Before despatching pistil orders, fill m the date, the ijafoo of 
the jiayee and ofBce at which piijable on the counterfoil, m order 
that they may be more easdy traced if lost 

Ilemitiances ehoiild ulwaya bo acknowlclge-l I'V fetura oi 
post If the receipt is in tbe form of a letter, state the amount 
of remittance and for what it is m settlement All earns of 
X2 and upwanls must be ack»owl«Jgc*i by a etarnp-1 rcc«;.t, 
tbe name of receiver and amount receivH being wntten acroM 
tbe stamp. 
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KXKUCISK 27, 

(n) Ty[io roi)lio» to tho following qnOBtiotiN : — 

1, Wlmt would bo tho oominiMHion on an Inland .Money 
Ofdor for X2 IOh, ? 

2, What would he iho poundage on a Poatal Order for 
10a, Od. 1 

2. What 18 tin) foe for a llogiHterod Letter, and how muoh 
coinpenaalion ia Kcourml ? 

•I. What fee would ho paynhlo to Hoouro compoiiHiition 

of xno? 

5. WluU 18 tlio limit of componaation in vespoot to coin 
oncloHcd in a rogiaterod onvolopel 

(fi) 'rype the following letter, employ doul)lo lino-8pneinp, with 
live aingio lino-fliiacoa after tho Ileailing, throe after tho Jnsido 
AddroHH, and throe before tho .Subaoriplion, and observe the 
same oilioo routine oh in previouH oxoroiNes. 

2:ir. Leith Walk, 

I'Minhurgli. 

let I'ub., lOlti. 

Messra. tlonuiliuH 11. Pogson <t 
25 Urafion Street, 

Dniilin. 

Lear Sirs, 

ilerowitli we lieg to hand you oheqvio for XI125 2 h. 8d., 
being tho amount of your monthly Rtatemeut for January, less 
the Hum of XI 3s. dedueted for emjitiea, which will be returned 
in due eonr.se. 

We are, dear .Sirs, 

Yours faithfully, 

(SiRaxtarc of Kina). 


Knelosnre. 
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EXERCISE 28. 

(o) Type the following letters, employing the Ime-spacing 
which, from experience, you think most suitable, and observing 
(he same office routine as ici the prerloas letters. 

43 York Place, 

Leicester. 

Messrs. Carnithers <t Co, 25tb Feb., 1918, 

21 Regent Street, 

Rirmingh&m. 

Dear Sirs, 

We have to acknowledge with thanks receipt of your 
favour of the 24tb inst, enclosing cheque for £25 os. 8d., for 
which we beg to enclose receipt 

We remain, dear Sirs, 

Toots faithfully, 

pio ROSS t SCUUBEUT, 
Enelosore. A. B 

Noti!.— >SupposiQg this letter to neigh | o&, what stamp 
would be affis^ to tbe envelope 1 


(6) 25 Geoige Street. 

York. 

W. R. Barnett Esq , 25th Feb, 1918 

Chicago, IlL 
Dear Sir, 

Your favour of the 24th ult, enclosing Xew York draft 
for $26.30, in settlement of your account, came duly to hand 
Thanking you for promptness in remitting, and hoping 
to receive further orders, 

We are, dear Sir, 

Yours respectfully, 
pro G. BLAIR & CO , 

H. J. 

Nora— Supposing this letter to weigh 4 or., what stamp 
must be affix^ to tbe envelope 1 



no 


TUB TTI’ISTR' UASUAIi. 


],KSSON XY. 

( Ilmnt U ori'J 

COSTAL ItKGUI.ATlONH.— 

Inland Tclo(prams. 

Coiiit H to 1)0 tiicnuivi'/.oA 

'I'lm clmrgo in 'Ji!. for thii lirHt 12 wonlw, iiiolsiding tlie 
aililrOBS, uiid Ad. for ovory ndditional word. Crojiur forum arc 
Hupjdtud by Uio CoHtal AiiUioril.io.'i, niul piiymont for tho trann- 
of a lolo('ra«\ is iu Htumpn affixed to tho form by the 
Hondor. A receipt for tho niiarf'ea prepaid ujxm a loloj^nuii can 
Ito olitained for ouo jionny, or a certiiied copy at a cliargo of 3d. 

Night Tolograpli l.iotiorH may bo aont liotweon any two towns 
in which tho Head Tclograpli Officos arc always open for 
delivery by lir^l ])ost the next morning at the rate of 9d. for 
3ti words and ^d, for every adiiilimial throe word.s. 

Counting: — lS''ordH which are ordinarily writtoi as one or 
conitk’d by hyphens are conntod as nut word, c.'/., MoNoal, St. 
.lohn’s, Hon*in-huv, charwoman, oighty-nitic, bnt donhlo names, 
although written with a hyphen, arc counlod as Iwu, t.p., 
({rant- Dalton. Abbreviattons such as won’t, can't, Arc., are 
counted as oar word. I'igures arc counted at tho rate of 
five ligiires to a word, (}07>V) counts us one word, 

whereas 'J'lTtlUS counts us two words. I'ractions are 
reckoned in the same way, but tiio lino which ilividos tho 
numerator from tho denominator is counted as a figure, thus 
counts as our word, whereas 203h counts as two .words. 
In grouiiH of figures, an oiilupie stroke or a stop is reckoned ns 
a figure. The symbols %, <i/c, 1,11, and c/o, are oxcoptionnily 
couiileii as one woni each, but in other combinations of letters 
and signs, each sign is counted as ono word. In ordinal 
numbers, the alh\ tt, in/, vbc., counts ns two figures, e.ff,, Inf 
equals out. word and ISSSiid two words. 

When a figure or a group of figures is followed or preceded 
by a letter (except in the case of ordinal numbers), tiie letter 
is counted as a word, 10a or AlO counts ns two words, 
but loiters added to figures in an address to denote the number 
of a house or of a tolephono No. arc counted as part of the 
figure, f.g., 10.\ counts as one word when it forms part of an 
address. 
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Each iuitial letter is countwl as one word, with the exception of 
the letters a.ni. and p.m. and the Ijundon Postal Districts, which 
are reckoned aa one word for eaehgroup. District ntimbers are 
chafed as one word. The leWorB H.M.S. are nlso counted as 
one word in the address of an Inland Telegram, intended 
for one of His Majesty’s Shtpa. 

The following names of places are c<mnted as one word each, 
irrespective of the number of words of which they are composed. 

(а) All names of towns and villages III the United Kingdom, 
t.g. Athlon under-Lynt, Eatt Coker. 

(б) The names of railway and coastguard stations (not in 
towns) at wb'ch telegraph business is transacted on behalf of 
the Post Office, e.g. Bodvnn Road. 

(c) The names of Diitricts in towns when used m addresses 

in addition to »he natiie^of thoroughfares, e.g Camden Town, in 
the Address High Camden Town 

(d) The names of p'oreign Telegraph Offices which are 
mentioned in the International List of Telegraph Offices, 
e.g , Davos Platz, 

Gut all other names, unless used in addresses with the names 

.<• .w. — v#—., *- j— j * counted 

. contain, t g , 

I words each 
‘nor county 

to the name of a place to distinguish it from another place 
of the same name, the name of the town or county is not 
charged for. Examples: Denton, Manchester, Wolyerton, 
Guclcs, would be counted as one word 

When words are underlined, or pUced m parentheses, or 
within inverted commas, one extra word is charged for. 

One word each is also charged for the ordinary signs of 
punctuation if transmitted. 

The sender may have any instructions, such as "Private,” 

Conhdential," " To be opened at once,” or the like, written ou 
the outside of the envelope containing the message, such 
instructions being charged for as part of the message 

Telegrams addressed to eTelegraph Office "To be called for” 
are kept two entire days. 

Telegrams for railway passengers should be addressed 
"c/o Station Master.” 
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Telegrams cari be repeated if the sender desies it, bj being 
legraphed back from office to office, and this is desirable when 
lere are mercantile quotations or figures or when the telegram 
written in accordance with a pre-arranged code or in cypher. 
)r again, if the receiver of a telegram doubts its accuracy 
le may have it repeated. In both cases the charge is half the 
irdinary charge, fractions of one halfpenny being reckoned as 
i halfpenny. 

Copies of a telegram directed to more thati one person in the 
same free delivery are delivered on prepayment of a charga of 
threepence per copy, in addition to a lialfpenny for each word 
in the address of the copy. Each London postal address is 
regarded for this purpose as a separate delivery. 

The cost of a reply, not exceeding forty-eight words, may be 
prepaid, and is uvailablo for twelve months. If the form is not 
used, its value will be refunded to the sender of the telegram 
on production of the form. 

A prepaid telegram may bo handed to a Rural Postman on 
his way to a Telegraph Office, or may be posted in an envelope 
addressed “Telegram, Immediate.” 

Any person may register an abbreviated or arbitrary address 
on payment of a registration fee of iSl Is. a year, dating from 
the day of registration. The address musr consist of two 
words, one of which is to bo the name of the town or place of 
delivery ; the other must bo a dictionary word, containing not 
more than ten letters, e.<j., Vetn/s, Afa7icfies(er. Telegrams may 
nl'O be delivered to the care of a person who has a registered 
address, c.g., Colh/ns. efo Fenirs, JfancAester. 

MESS.\GE8 TELEGaAIUiED FOB IsCLCSIO.V IK OdTGOING MaILS. 

Telegrams may be sent to certain ports for onward trans- 
mission as letters. The sender must write " post ” (which will 
not bo charged fori before the addressee’s name, and the name 
of the terminal Telegraph Office at the end of the addrcs.s, 
For example: “Post, Jones, 16, Fifth Avenue, New York 
Queenstown.” Thus a telegram of 24 words to be sent by pos 
from Queenstown to Now York shonld be prepaid Is. 5d., viz 
1 b. 3id. for tbo telegram (including Ad. for the name Queoni 
town) and lid. for postage. In such cases a regiatored addre.' 
cannot bo used. 
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£i:ERCtSE 29. 

idatt tTert.i 

Type a correct copy of Aa fotloKriQ;; letter, ami remember 
that ID typing a c^py of a letter tchUh Ant l<en tiynej, it ia 
usual to typo the word Copy st the top o( the Utter and 
Styned before the signature, encloitog both the word Copy 
and oipnsa within pareutbesca. ' 


Ct/£,m CrfiArti^ef^r 
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EXERCISE 30, 

(«) Type the following letter in good stylo. 




"3^ 


, _ > A _ * ^ ^ . . «> 


/'iS-^Xr' 


U^^.jCTK <'*v<V-^ 



A ” "7 ^***’fe tHl,« 

*^~Y ~ur~~Z^ TiJ-*-Ji--'''y^ Vi.-i/x/ Ul!-\\.yCm 

/i 1*^1 4o 

iU ,i4v tfqrtUxy 





0to/^-^6o? Y^/0 ^ 

i36 P<i« ' d-a^cj fl^urU^ VU ??-y 

Wf iifUO^ tv/rt>*,»<A», <ywjj^ 

(j k.^-rr.'^TSWK "i Q) 


{/) ) Type ne.itly arranged replies to the following quoatioim : — 

1. What is tile niinimiiin charge for an Inland Telegram 1 

2. IIow arc whole niunbors and fractions reckoned 1 

3. How nro initial letters counted, and are there any oxeop- 
tions to the rule f 

4’. If it is necessary to add the name of the county to the 
iiddresB, on account of there being two or more jdaccs of the 
same name, is it charged for or not j 
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5. How should telegrams for railwaj passengers be 
addressed 1 

6. What do you know with regard to the regulations as to 
mesaigea telegraphed for inclusion in outgoing mails I 


LESSON* XV(. 

(//vmr ITorl) 

FILING letters. 

The Shannon Limited Flat Sheet System. 

Wlieu the inward letters hare Wen duly dealt with in the 
ordinary course of business, they arc hied together with the 
copies of tlie replies thereto 



Viuini ruiT« It 


The method of proceilure is os follows — 

Supposing that we wish to file a letter from Henry Hanks J: 
Sod, together with a copy of the reply. Punch the letter and 
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the copy of the reply with two perforations at the top ; take 
outtho file drawer B; throw back the compressor cover; find 
the index Ba ; f?lip tho hands nndornoath tho letters which lie 



Fit.ivo nuAwr.n. ri.ATi: If*. 


above tho index ; ])asH them back over tho nrohos (see Plato 19) 
open tho arohos ; file the letter (sec Plato 20); close the arches 



return tho letters and tho compressor cover {which have boon 
temporarily passed over the arches) into position, end finally 
replace tho drawer in tho cabinet. 




couHncui.. 



Cut. Put* tL 

A new index is placed on tlie file, and a note made on the 
compressor corer to the eOect that letters from such s date 
to such a date haye beeu removed to landingKase N'o. so and 
so, a Bi'milar note, with regard to the d ite, Lemg made on the 
bicdiDg-case- 

Points to be memoriz>'d ; — 

1. That when a new file is eommsoced, the date of the first 
letter is filled in on the cover. 

2. That when filing letlera <h« initial letter of the i iream' 
of the writer de'ermines which letter of the alphabet eac.h 
communication shall be filed noder, but that If the'e be eeveral 
cotTespoudents of the ra«f aiiniarae, the initial letter cf the 
Christian name determines its position on that tl*. Fcr 
example, if there be letters from three firo.a of the cams cf 
Chtrles Smith & Co., J-hn Smith i Son, and Willxia Sm::*:, 
all would be filed under S, bat the letters from Chiriea Sm-li 
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"" I'ttor. 

■>"> ,.lr,„,l, „„,| /I:,"'.'! 


ite 


..tf 




Fitt Diawch rute M 

with the nett numbor vacant, and the ontgom? letters also bear 
a corresponding numl»cr (see I’Lxte 2l) 



OPS’! roLBta- Purt ss 


For example, James Duke Ar Co. open a correspondence, and 
hare allotted to them No I OuO. 

All the corTes{<oiidence relative to this firm is placed m folder 
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EXERCISE 31 
(Ctw n«rh} 

Type the following letter on qnirto p^pe^ ; double line- 
Bpacmg and tabular ataternent single with treble before and 


t ^ v>t t.t 

-It 

^ ^ ti M ic, st 

I tiU*- A d.a» <. .UUk tl* ilif. U 

\wtMfi. u>a4 tS ju W.i.A* t««_P d«4tj r/ 

*jru -t- «^ t«-«— ■ I , % 4 'm truK*JCir 

f*T ‘ <^n-4ui2- U 

Ia* 4^'. ^ «4ut«'4 tt *^^—^.^>.1-. 

itfri ' r^uu •m.J d i r t«.»«i» f t 4 41* u>.i t» »t4-a|> 

U4 v»> r«t, 4^ ^ , M<t>^ tU. *.4 4^MM> 

L U uJJ rut a£u I 

I i» J 4 r ,4U41 «t«%» u-ilu t i^u ld Ul U4C « ru^ M upu uJ/ 

lj5?JL^ It. .Ut^ tkM. ' * 

^ 0 V W W .uvruld A*4^ 



^ t^. 

kbe 1 <« • 

ii‘ 1 > " 

MX 


^ c a. "J c a. 




IISmu dxu U*u ttfti? M4 -tfaf itur 

r 1 II iiTiti ^ Ai*/ 1^ I 


4^ u X, u* t-u.*. 4it R2., 

'^■■■•- A •* UttjCt 


after. Carry OTor to a second sheet the last paragraph nunibenng 
the page (2) in the centre at the top, and repeating either the 
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whole of the inside address or the name of the addressee. Note 
that the second and following pages are termed /of foioers. 

Note also that an alternative method of displayinu long letters 
is given in Exercise 33, and that still another method would be 
to use foolscap paper, in which case, if the letter is to be 
enclosed in a commercial envelope, it would be folded thus : — 


Kio. 1. 


Al- 

t 

i 

i 


Km 2. 


i 

i 


0 l> 

Fold ngaln at C and i>> 



Fold at A and B. 


Fio Ji. 


Ab the Rhcet appears 
when folded. 


EXERCISE 32. 

{Clast Work. 

If practicable file tho carbon copies which have accumulated 
of tho outgoing correspondence, or if this is not possible, write 
a short hut c/«ar description of tho Flat and Vertical system of 
Filing. 





COUUKBCt^ 
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LESSON XVII. 

(//otitt tTffrl ) 

Press Copying and Indexing. 

The procMi of press copyinsbasiuesi corntnunicitioiis n 
steadily sapf-rsccled by the more ajKttMlste method of takiiiK a 
carbon copy, the latter l»eing so much more eonrenient for filmi* 
pu^oses Like most systems, it lias its dKadvsnts^jes as well 
ns its adraiitfipcs, tl»o most serious one beingthat acarlion cony 
is not legal evidence m a Court of Law, whereas a press-copy 
is — an important factor to a business man. The Roller 
Copier overcomes this difficulty by supplying a /acstmUe of the 

original letter — alterations, signaturoaud everything whicli is 

at once legal evidence, and can be readily filed with the 
letter to which it refers. 

The Press Copy. 

DtREcnoss F or Ost Cory. 

Type the commutiiwtion with copying ink (purple gives the 
best result); avoid ensures; when completed open the Letter 
Boole* at the desired psge, place an oil sheet oier the left* 
hand page, oa this a damp cloth, turn over the leaf of the 
hook and place the letter to be copied {fact doienvardi) upon 
it. Repent the process until all the letters are lus'-rted, unless 
there are a large number, lu which case it is adviuhle to insert 
them in Mtehes of about a dozen at a time. When all the 
letters are inserted, place the book in the press, screw it tightly 
down, and allow it to remain from two to four minutes, accord- 
- » — I .*». .. - t... — t. — a new or old 

the Letter Rook 
book to prevent 


Foil SareRii. Cones. 

(a) Type the communication with exlrtt elrony copying ink 
or with hektogniph mk, and adopt the method described mbore, 
hut insert the requirri number of looit sheets of Japanese 
paper on the damp sheet, before turning over the leaf of the 
Letter Book. 


• JapSDeM I 
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(6) Type the communication with copying ink, and at the 
same time take a carbon duplicate with a copying* carbon. 
The additional copies c-m then be obtained by press-copying the 
carbon copy as well as the original. 

When sending out many circular letters of the same tenor, 
it is more convenient to copy only one in the letter book, and 
then copy a list of the addressees on the following page, with 
a heading somewhat as follows : — “ Circular letter, as per fore- 
going page, sent to the following addressees : ” 


Indexing. 

The letter book should be indexed every morning in the 
following manner: — 

Supposing that a letter to C. James, Esq., has been 
copied on page 101 of the letter book, turn to the index and 
open it at the page marked “ J." 



Rtm yonr eye over the entries and see if the name of James 


• Copying carbon* are told in blue, purple, and green, and are apecIftUy adapted for 
taldng a number of press eopiei. 



h»5 ilrtidT bK5 
«at5r it ttcj 


If cot. »S 13 this »», 



Or again, aapposmg a letter to Sir F. Jacobs baa been 
copied on p-ige 130, on taming to the index. «e find hit name 
nlreadj* indexed, therefore, ve aimpW add the niimher of the 
page to the oombers already eoter^ 

It will be obiereed from the specimen index page given here- 
with, that althmigh the courtesy terms, Mr., Ei^., and Messrs, 
are omitted in indexinz, it is customary to enter the words 
Mitt, ilrt.f Sir, and iorrf, lo order to prevent mistakes, ss 
snch an entry as Brown, Jane, might stand either for Mrs. J. 
Bronii, or Miss J. Brown. 

In addition to indexing the letter book, many business bouses 
add what is cnlie<l a cross-reference to each letter. This is done 
by mirking across the top left-hand comer of the press C'-py, the 
numbers of the pages upon which the prenow* and followtiy 
letters to the s.'itne correspondent have been copied. 

If we again turn to page ‘‘J"of tha index, we find that 
letters to Sir F. Jacobs have been copied on pages 4, 20, 41, 
and 50. 

The crosvTctertnce, therefore, on page 4 would be 0j20 
.1 .. „ 20 „ 4/41 

.« .. », » 41 ., 20/59 

' M » .. » 59 „ 41/ 
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iiiid when the letter copied on page 130 has been duly indexed, 
the 130 would bo filled in below the 4.1, thus 41/130. 

This cross-reference should be made at the time the letters 
are indexed, and it is usually done with a soft blue pencil, as a 
black lead, besides being indistinct, is more liable to cut the 
tissue pages of the letter book. 


The Shannon No-Chemical Letter Copier. 


roinmn 


Oirf cf ihf ci:jf f cS 


th* sm? wjy the «rKn t*p'e<, hzx ^T.h zx.:* »:*>T^r: 
diffTThee, ni“elT, th\t they *rf njrnri /nr-riv rrt n'’ -uie 
letters, ani as im dioniicsU are enpbyei thrr u,. ?>•* iaaf 
with time. 

The process of copyin* is simplicity itself. :: 
necessary to apply prt^u?^ on the top rv'ller, Xhs«r; the 
on the table ahieh will l>e seen to the rishl of ••R" {Tiite f5 
and turn the bmdlc at the right hsnl side ol the tsachtnc 
This will cause the letter lo p.iss licneath the pressure r.'lr-, 
and to fall into the basket “A” (I'iato 2S), hsring Irti :?s 
impression on the t'ssiie. Another letter may then rnsrrted, 
in exactly the same t\ay, and eo on until all oro copieid. 

It will be noticed that the copies are wound round the reel 
(Plato 28) in the base of the copier, and nfterwahls these 
copies are cut with the Ruillotuio knife "R" (Plite 2S), far 
filing Individually nith the IcUem to which thev are replies 

As the majority of letters are of stmilnrd fipiarto) ure the 
machlDe maybe fitted with a Ibipid Cutting Altu'hment tIMstc 
29k and in this case tlio lottere must be fed in at nvulsr 



intervals. The C’'p.es are then wound round ih'- "luill roll 
(C, Plate 30) on th* CHt»in.r \tta/-h«.fTit, it/»t/-id of ihn ir 
(Plate 25). an! *rc cut aftoy'M^r with on*- of ilit- ktilf 

bat cren t! not fTerent btfen which arc Jon /' ' or sliort 

betns co'-iM. ts thet/a:IJo»i»}» KnifcfK, I'Iat«30)e'^’ ’'"UH<d f 
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cutting odd sizes. Again, althoneb this copier is not, of course, 
a dapiicating nwcbinc, still it will make four or five good copies 



of a letter by simply re-inaerting the letter tho requisite 
number of times. 




CUVHKtlCUL. 


129 


EXERCISE 33. 

[Clan n>l.) 

Type the following letter with a copying rilibon or pid, 
on (juarlo paper. Employ single line ejiciiig for the text 
and duiiWe for the ho'tdioi;, insi-le a>ldree^ nf'cr the iwhita- 
tioii, lictacen the ptragniphs and for the subscription. Checl 
It carefully by 'the origin il and, if correct, copy in the letter 
book or with the roller copier. 

2 IVtrtlaad Street, 

Manchester. 

Messrs. Beauchamp it Co., 25th Feb, I91fc. 

Rouen 

ficntlemcii, 

Since writing ymi on the 10th in^L, copy of which we 
end we herewith and contents of wln.-h we confirm, «e hare 
recciTcd your firoarsof the Htli and 18th iiist, which hare 
received our best rare, and we have now the pleasure to adviee 
you, having placed ymir onlvrs as per iio*e of confirmation here* 
with, wiih the cxceidinn of the bda mentioned bvlow. 

TEliKGUAMS s W« wired you on th« 12th inst , apprising 
you of the eiKticii rase m cotton goods, and now beg to 
acknowledge your tel«*trraphic answer requesting ns to buy 
i'O B/S of Xo. Bx quality of ehlrtmg if at the old price We 
are pleased to ssy that we have gottins b>tput thn>ugh, though 
not without difhvulty, as the tanker fought very hnrd t) get the 
price iniTeHS>'d 

SILKS : We are surprised at your complaint about over- 
delivery, because, on comparing our order book with coiues of 
invoices sent you, wc find that they agree. We cannot explain 
the diQerence unless by mistake you have overlooked the 
hilawce owing, previous to our last invoice Kindly look into 
the matter agam 

A/C CURRENT ; Iking at present engaged in stock- 
tabing, we beg to enclose herewith an iibstnict of your account 
to date, and shall feel much obligeil if you will examine the 
same forthwith .and let ns know if correct, so that we may 
close our books. 

Wc remain. Gentlemen, 

Faithfully yours, 

2 KacloturM ’ (Kina’acjgnsture to oopjmg lok' 

XoTt — Supposing this letter to weigh 1 oz., what stamp 
thonld be affixed to envclopel 
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K.XEIICISK 34, 

Index !uul cross-retorenoo the press copy of tiio letter copied 
at Inst Lesson, or if copied on the roller copier, file the letter, 
together with the one to which it is a reply. 

Typo the following letter with copying ribbon or i)ad. 
Employ quarto paper and ilouble lino-spacing and, if correct, 
copy as before dii-octed. 

.'M Excliango Street, 

Halifax. 

17 th Fob., Hi IS. 

Me.ssr.s. (L Hnigh A- Son, 

19 Lover Street, 

Bristol. 

Dear Sirs, 

Wo have the ploaanro of informing you that wo have 
jmrchasod the business carried on until lately by Moasra. Howe 
lb Green, of Exchange Street, with all trade marks, patterns, 
beneficial interests and goodwill, and that wo have made 
arrangoments for the continnaneo of the manufacture of the 
machines \)roviously made by these gontlemon, as also for 
repairs, and the supply of uoodlos, shuttles, and other parts of 
the said machines. 

Duo attention will bo given to the necessities of the 
diflbront trades with which Messrs. Howe it Green wore con- 
nected so long, and wo shall do all in our power to assure a 
contuiuanco of the satisfaction they invariably gave to their 
clients. 

Hoping to bo favoured with your orders, which shall 
receive our prompt and host care, 

Wo remain, dear Sirs, 

Yours obodiently, 

pro J. LIDDELL it CO., 

E. M. 

Note.— S upposing this letter to weigh ^ oz., what stamp 
should bo afllxcd to the envelope 1 





LERsoK xrrrr 

{//o«« fTsrL, 

Applications for Sitnatiocs. 


nt 


l*oint'« to ^^>c memQri 2 g<l — 

1. Th.it to merit succeed the trpm^ mail AI. 

2. That the heading thonW U* »t 35 i:.i 

lucccedmg hue indented 5 aptee^ 

3 That the inatde address will consist miiallT of t'^ 
number under which the adrertisement .spjieara, f.ttlowe'i i-t 
the name of the paper from which it la taVen, and the arMnrsV 
of the ofBca where the p.aper n publiahe*! (»r^ In«:de Addre**, 
Kxerciae 35). 

4. That the ikiliitatioii ahould be n fnrinal niir, auch ai ^ir, 
Sift, (rentfeDie/i, .\fa<lam, or A/e$d(imtf. 

5. That all questions in the adiertiscment should lx; eh-arl; 
and concise] j answered , that the sentences should l« short niid 
to the point, that the repetition of a word ahoiiM he neoi'led, 
iiiul that cure should be Uken to amiiige the i-cntcuces so that 
thej do not tnd with a proposition. 

6. That the eiibscnptiou should bo in keeping with th>- 
salutation, viz., / remain, ^ir, ^irr, (•tn((enien, J/tnfam, or 
JJetdam<$, Vourt faithfully 

7. That the applicant's name should (a ncatl; written, not 

typed, with the Chnstian name m full, so that the recipient mai 
know whether the applicant is a Udy or gentleman, and if n 
lady, the word or Mu* enclosed within pireiitbrBe* 

should precede tbs name. 

8. That original testii^onials should iieier 1* enclosed, but 
neatly typed copies thereof, and the names ami addresses of 
referees given 

9. That if the applicant Is froah (b'tn Bcho.il, and has, there 

fore, Dobusmessezperience.ednratumalquahfirntioiia should lxi 

stated instead. 


10. That (he address on the mnel<«i*e 
typed, not wTitten. 


r 
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EXERCISE 35. 

{Class Work.) 

(a) Typo a copy of the fullosving reply to an ndTertiaoment 
on quarto paper ; address an envelope ; fold tho letter neatlj' : 
enclose and seal, 

Holmwood, 

Finsbury Rark, 

London, N. -L 

17th .lun., 121S. 

B 109, “ Daily Telegraph ’■ Oftice, 

Fleet Street, E.C. -1. 

Sirs, 

In response to yoxir advertisement in today’s "Daily 
Telegraph," for a junior clerk, I beg to apply for the situation. 

1 have just loft school, having received a tliorough 
business tmining, comprising, amongst other subjects, a very 
fair knowledge of book-keeping, shorthand (100 words per 
minute) and Froucli. 

I am If) years of age, and should be willing to commence 
work at the salary you name, and to undergo a test should you 
desire it. 

For references as to my general ability and personal 
character, please apply to the gontlcmon whoso names and 
.addresses I annex. 

I remain. Sirs, 

Yours obediently, 

.'Signature of applicant). 

References ; — 

P. Sunderland, Esq., Head Master, Finsbury Grammar 
School, N. 4. 

Rev. Joseph Reid, The Rectory, Finsbury, S. 4. 

■ih) Type a reply to the following advertisement, cut from 
the “ Daily Mail " of current date. 

WANTED s Lady Sbortlmiid Writer and 
Typist (junior) to make herscU generally useful 
ill office. St.afc salary and full particulars. 

Apply A 27, at tlie printers. 

(Kotf, — The “Daily Mail” i.s published nt the “Daily 
.Mai!'* Bnildiitgs, 32 Carmelite Street, 'I'empie, E.C. 4.) 



CfiKHlKaiL 


EXEKClbK 30. 

(o) Type the followioj* replj to *a ^u^r.- 

paper, address an cnrelope for it, foH oe»'.lr, rz'-j jm- im* ' 
33 Poxbsulc Street, 

ilo*« hAt, 

\Un*L»t'>r 

H 60, “Guardun" Oflice. I2:Ji fVj.. 

Cross Street, 

Manchester. 

Sira, 

In replj to joor advertiaeruent tii thji rcvmjc^e 
“Gaardian,” 1 beg t'va\*plj for theposUjon ofc-» shier m tour oiee. 

I am 30 jeara of age, and hate ha/I ten yeara' eijpenenc* 
as cashier mtn the vell.knoirn firm of Mesint 
Jackson d: Co, Shippers, of this eitj, from ahom I can obtain 
exeelleot rifereoces as to mj cbarBCter and general iniiioes' 
ability. 

With regard to the aahrj, lahonld bo Hilling to comm»rica 
with £300 a jear as tneatiooed m jonr advertiseiseni 

I ahall ^ pUixse-1 to call upon jon nt ain time fnii (iitt 
should JOQ desire au mters'ier 
Trnstmg to reteire a fuemiruhle reply. 

I remain. Sirs, 

Yoiira fitithfiillj, 

{&) Type a reply to theWlowing n*lTert!s<«nfnt,o<it 
"Daily Telegriph" of current date ) 

WA.VTf.O ar»{,idBb«rtUn-ltVnt-r»iilTn.i.i 
fG«ntJ«min or I^lri aW* t» '•(■•'•'a aUii-urii 
Knowhow* Vmirh an 
Appl; Z iOi, at tbo |'rtn(er> 

(Note. — T he “ Daily 'f«I'’grBl»h "•« I'nhlMhr-l »t tf,» 
Telegraph" 0.djecs, KIe<*t .Slrwit, IK” I » 

I.IXSON M\ 

f Z/un* nwi , 

Oniclat l*eUen. 

Official Letter* arn of a much ff>'»fe f'/rir.xi 
either commercial or jiriraU mia*, are! deal wi 
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10. That a apace is left fur tho ni}!i)Atiire, ami the official 
doslsnation (if any) Is typed, for oi (inpie, “Secretary.” 

11. That the Iniide Addrrss commences at 10, each succeed- 
ing line lieing indented 5 degrees from the previous one, and 
that it is usu.lly typed at the foot of the letter. 

12. That the matter should bo well dis|jlaye<l, treble line- 
spacing being employed if necessary. 

13. That enclosures arc ntirked «ith nii oblique line in the 
margin against the line vhere the enclosure is mentiniied. 

14. That such letters are uauaily enclosed in Official Foolscap 
Envelopes, 9in. x 4iD., or in Brief I4iii. x bin 

EXEUCISE 37. 

(Clan Hart.) 

Type the following official letter ou foolscap pa{)er. Take a 
carbon duplicate and set out the letter in accordance with the 
rules given in the previous Les'on. 

S 4554 

1918 INLAND HEVKNUE. 

Somemt House, London, W C 2 
4th February, 1918. 

Madam, 

In reply to jour letter of the 26th ultimo, I am 
directed by the board of Inland Uovenuo to state that 
a Power of Attorney which is executed in any part of 
the United Kingdom, or which relates to any property 
situate, or ‘ *• ’ • • i 

in any part 
Duty, and 

tho duty cliargeable is 10s. 

I The stamped envelope forwarded with yonr letter 
/ is returned herewith. 

I remain. 

Madam, 

Your obedient s“r\aiii. 

{Sv/nalvtf oj irrilfi 

Mrs F. Jones, Seeretnn. 

,5 Queen’s Avenue, 

Ihnniiighiin. 
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When t!ie typing is completed, place the carbon copy aside 
ready for filing, and fold the letter neatly as per the following 
diagrams : — 


Fio. 1. 
FOOLSCAP. 


1 




C 




1 


A6 the sheet when folded. 



i 


Fold »l A, U, nnd C. 


Address a foolscap envelope, place the enclosure therein, and 
slip the letter under the flap of envelope, have it signed by the 
teacher, put it m the envelope, seal and finally place it in the 
post basket ready for the Post Clerk. 



C^VUtRrlfcl. 


KxfiRcisB ax 


Type the following official Utter according to the toUs 
m the last Lesson — 


FllOM 

Officer Comm\nilmc. 

Uth Lancers 

MHOW. 

TO 

Officer ComnsindioJ, 

2ljt{Q3efa'aOtra) 

RAWAL FJ>'Di 


MHOtV, Icia. 

If-JiFeh.. m- 


Mr, 

• ' 1 hare the boaoar » f.vriri ten- 

No 02C2, w,tb apphcatioa fifoa th* eia zss.f-i is ttf 
I’te. J. Milligtio, margin to transfer t> the Recsssst csier 
l4th Lancers, jour CommanJ. 

This man, who is csrr.ei s» let-TTs* 
of retiuHoms in Isiu, and aX 
his present JiwtDest to £:.rlani 
r hare tie toncm* t? V 

Vonr oyeLer* «erriit 
,/ T*v'r, 

<y:tL’itrA-z^ Un. 

When the letter is compIftM. piase ti- ■str/.'^. 'm '-uf 
side ^e^dy for filing, a'iditti »5 cincaJ (iin / 

4 in ), hare the Ltter fgsed, f^Ji n ts 

again in the ainie dire^'oc, pli-e s ,i •lee-.j'l/.p*, i»i) i', 

and finally put u tiie pr>» Uii»* rady fee KM. 



Tiir. I'TriaTs* sianwai.. 
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LESSON XX. 

(//oiitf Il'ori-.) 

Typing Post Cards. 

Tliin curds uro proforablc to thick ones for typing upon, 
as tlwy are more llcxil)lo, and consetjuontly easier to insert in 
the machine. 

If private cards are used, they must not exceed by 
inches, or bo less than 4 by 2^ inclics, 

Fix the can! in tlie machine as you would an envelope and 
address in a similar manner. Then reverse the card, and sot 
the right-hand margin to rogulato the length of the Hues in 
accordance with tlio size of the card. 

Typo the address and date. Omit the address of tho person 
to whom you are writing, and contmcnco with tho salutation. 
1 f necessary, to save space, tho first paragraph may commence 
on tho sumo lino as tho salutation. Employ single spacing for 
tho text of tho post card, attd double — space permitting — after 
tho date, and also before the subscription. Usually speaking, 
no margin. 

Notliiiig may bo attached to a post card save a gummed 
label (2 by j inches), bearing the name and address of tho 
person to wli. m tlie curd is to bo dolivored, and a similar label 
bearing tho name and address of tho semtor; or engravings, 
drawings, [jliotograplis, and printed matter, on very thin paper, 
and complotciy adlioront to tho post card. 

It is permissililo t<> write a communication on the face of n 
jiost card, if tho writing is confined to the left-hand half, so as 
not to interfere with the addrcs.s. 

Contravention of these rules may result in tho card being 
withhold from delivery. 

(Ute.s of PosTAOt:. 

Ixi.ASI). 


For every {wstcani Id, 

For every reply postcard 2(1. 


mtfuiiRriAL I.IC' 

I’cnt CnnU bciriu^' aii omlioi>««4‘(l ItL stamp iiru sf'M nt I 
cich, or 1 s. for ft picket eontimitif; 1 1 

Parcels containing S20 Cards can be obtained at any Pont 
Office by ginug t»o or three daya’ notice, tiie cost licing £1. 

UtPi.Y Post CaRm, bearing » Penny stamp on each half 
nre sold at 2)d. encli, or 2 l for 11. 

FoRBtQ.s, — Impressed with a Id. stamp l^d. eacli. 

Ileply post cards, bearing 1<L iLsinp on each 
half, 2}d. each 


KXERCISK .19. 

(cr«M nvi ) 

Type the following address «i» a Post Card, and then reiene 
the card and typo the communication. 


POST c.\m) 


i 

j .Mr. A. M. MacDonald, 

j -fl ilamplen Place 

I Kseter Uoad, 

K a e l e r 



lift 


TIIR TTPHTs’ siAvtUI., 


Choltenhnm, 1st J(in., 1918. 1 

’ j 

Sir, — It having been observed that Private Post Cards, j 
ai)parontly sent by you, are passing through the post ! 
bearing tlio impression of the Royal Arms, I beg to inform 
you that the practice of exhibiting the Royal Arms on 
ordinary stationery is illegal. 

I am, Sir, 

Your oliedient servant, 

H. E. THOMAS, 

For the Postmaster. 
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POST CARD. 


Miss Alice Knowles, 
'I'lio Oaks, 



M .twr. 


! 

I 

j 


Lowdown, R.S.O., 


X o r t li Devon. 
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KXKUCISR 42. 

foUo* tiiQ wme procetlur® as in Ei«rcUo 41, but note »nT 
corrections Tthieh ni*y htte been made bj the teacher. 

Enter 5s. in stamps to the balance brought fonranl' 

CfHK^.Sf l>4rk. 

C. Jobusuu, Carlisle, letter I <>t 
A> AUeOi York, letter 5 oz. * 

Lewis, H-ivrv, letter 1 oi. 

T. 4 H. Tbompion, Exeter, letter 2 ot 
& Mmoq 4 Co., \Y«rfiogton, letter 4 or. 

B. Abnhaais, Cirmiogiiiot, fetter 6 or. 

500 Circulars (rarMus persons) 

J. Seiil <fc Co , Wu'ldefsficld, pirvef * IIm. Cdstonirr.) 

{Time of posting, 1 p.m.) 

H. Cole, Darlington, letter I or. 

E. Clark, Exmouth, letter 3 oz 
^V. Collins, Aldboroiigb, letter 5 ox. 

F CollinsoM, Londow, letter 2 or. J’egisten-d. 

J Oakheld, Boston (U.S.A.), letter | oz. 

T. Brown 4 Son, Cape Town, letter I o*. 

J. Arnold, Preston, parcel 6 lbs. (Debit Customer.) 

(Tune of posting, 6 p.m.) 

(Name of Post CUrk, John Jowet 
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TUB typists’ jiasuab 


LESSON XXII. 

(B'omt Vt’crk.) 

Centring and Displaying Titles or Headings. 

Titles and headings always require a certain amount ' of 
“ display," and, by eiercising a little ingenuity, very effectiYe 
results may be obtained. 

The three chief methods in vogue are produced as follows : — 

1. Count the number of letters and word-spaces in the head- 
ing, allowing two spaces between each word ; subtract half thii 
mtmber from the centre of the scale and the remainder will be 
the number at which to commence typing;. type tho heading' 
in c-apitals, spacing twice between each word. 

‘i. Count the number of letters and word-spaces in the 
heading, allowing one apace between the letters and three 
between the words ; subtract half (his number from the centre 
of the scale to ascertain the number at which to commence 
typing ; typo the heading in capitals, spacing once between 
each lei tor, and three times between each word. 

3. Count tho number of letters and word-spaces, allowing 
t'wo between the letters and four between the ivords ; subtract 
half this number fnim tiie centre of the scale ; type the heading 
in capitals, spacing twice between each letter, and four times 
between each word. 

The length of the title and the width of the paper will 
determine which style to adopt 

Leave a wider line-space after the heading than that employed 
between the lines in tho text of the work ; thus, if double 
liue-spaciug bo employed in ttie text of tho work, employ not 
less 1 han three after tho heading. 

If there is a heading and a sub-heading, separate the heading 
from the sub-heading by a greater space titan the sub-heading 
from the text of the matter, sotting out tho heading, say in 
spaced capitals, and the sub-heading either in capitals not 
spaced or small letters spaced. In the latter case, employ a 
capital for the first letter of important words. Almost all 
headings are improved by introducing single or double lines 
with tho underscorer. 

Note, — ^The lines in Exercises 43 and 44 should be carefully 
counted at home, so as to avoid loss of time in Class, 



cuMtiinrui. 


i4r 

UXCIICISK 
iCUu ir#rl.) 

DispUj the following Title Pegce on qiurlo |..i|MT i 
I.ONCJMAN«' 

A D V A N r K Ij 1100 K . K V, K I' I N fJ 

bj 

ALFRED .VIXO.V, KCX, t\n A,A. 

Prianpei of tf>e >,y 


L^iTtTrtT c fjf Z ir'rv^ r* 

u’/Z 1 «' •»’' 

Sikry.u f.Z tz^t I****?. 

i', !.« f.* 'H 'Vw 

T«^>ra. ’y.irto. 


riT- iT 

.KZ. 
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THK TYPISTS’ KhKMKK'rARY MANUAL. 

A 'I’oxt.-liooli ndaptoii for Stiidontn ntumdliig tlio CIiihiioh ol tlin 
i'Idiioation OnmntiUwB. 

Al‘l’l.|i:AIII,r. I'll ANY MAKi; or 'I'Yl'inVUlTKIt. 

»y 

I'',. (,'ollyiiH, 

Autlmr Ilf 

-TIIK TYPISTS’ MANUAIV ’ 
niid 

■'TUli; TVIMvSTS’ ADVANCKI) MANUAli, A-o." 


IjCdtiircr III Sliiirtliiuid and Typowritiii(' to tlio Education 
<'oinmit.ti'rH'(MiiN:ii'H,mid Into Hoad Tnachorof '!'y|iinvrit.ingat tlio 
(timaolc Iiisiilutii, Iiondoii, and to tlio Manolioatcr Koliool Hoard; 
alHO EMiinini'r to variunn inatiuitiona, and formerly Moinbor of 
llio Hoard of Etaniinora, 'I'ypiMta' iSoofion of tlio Jncoriiorntod 
I'lioiuii'rapliio Sooioty, Ijoin’im. 


John lloywooii Ltd., 

Ih'iiiiHgiiti) and Uidijofiold, MmicliOHtor; 
t’l). ao St. Hrido SIreot, Hondon, E.C. 4. 
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EXERCISE 41. 

Tjp# the folIowinR Proipectus Sheet on foolscap paper tnd 
display it so as to Gil the entire sheet 

THE ANGLO-AMERICAN VELVET COMPANY, LIMITED. 

Formed under the Companies Acts, 18C2 to 1887, wherebr 
the liability of the shareholder is limited to the nominal vatiie 
of the Shares taken up by him 

Capital X100,000 in 10,000 Shares of £10 each. 

First issue of £20,000 m 2,000 Shares of £10 each- , 

Two Pounds to be paid ou application, Two Pounds on 
allotment, Two Pounds Ten Sbillings in one month, and Tvo 
Founds Ten Shillings In two mOQthj after allotment, and the 
Balance as and when required, 

directors. 

FRANK CLAYTON, Esq., M.P., Leicester Sq , London, W.C. 
cppv-'fo. r— tP Oower St, London, M'.a 

J ' .'•I* *' * Cannon St, London, EC. 

» . " ‘ • .^oeeu’s Chambers, Lincoln’s 

Inn Fields London, W.C. 

THOMAS ATKINSON, Esq . 30 Chancery Lane, London, IV.C. 
J. M. SYKES, Esq , 15 Charing Cross, I.oiidon, S.W. 
BANKEK-S 

Tbo NATIONAL CONSOLIDATED HANK, Threadneedle 
Street, London, E C. 

SOLICITOR& 

ilessrs. ROHINSON A SON, lincoln’a Jim, London, E C. 

auditork 

Messrs. JAMES COLLIER & CO, 22 Fleet St.. London, EC. 
SECRETARY. 

Mr. AUGUSTUS SMITH, 130 Strand, London, W C. 





the 









eoMUka nii. 


I5J 

Diapinj the following adTertisement on quarto papor — 

THE INDIAN COMPANY’S TEAS 
Why IB it 

THAT THK INDIAN COMPANY’S TEAS HAVE BERN 
DKUNK hy 

ALL CLASSES DURING THE LAST 30 YEAltS 1 
THE ANSWER IS OBVIOUS. 

BECAUSE THEY HAVE BEEN PROVED TU BE THE 
VERY BEST POSSIBLE TEAS. 
at 

P o pular Prices 

DeliTcred direct from importer to cousumer, c.im<ge p.aid, to 
any address at 

I/-, 1/6, 2/-, 2/6, 3/-, 3/6, & 4/- per II. 

NOTE THE ADDRESS AND SEND FOR TRIAL ORDER TO 

THE INDIAN TEA COilPANY, 

20 Piccadilly Circus, 

‘ LONDON, W.l 









thb 
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Display the following adTertiseoient on quarto paper : — 

THE INDIAI^ COMPANY’S TEAS 
Why IB it 

THAT THE INDfAN COMPANY’S TEAS HAVE BEEN 
DUUNK hy 

ALL CLASSES DURING THE LAST 30 YEAttS i 
THE ANSWER IS OBVIOUS. 

BECAUSE THEY HAVE BEEN PROVED TO BE THE 
VERY BEST POSSIBLE TEAS. 
at 

Popular Prices 

Dehrered direct from importer to consumer, camsge paid , to 
nny address at 

1/., 1/6, 21; 2/G, 31; 3/6, i 4/- per lb 

NOTE THE ADDRESS AND SEND FOR TRIAL ORDER TO 

THE INDIAN TEA COMPANY, 

20 Piccsdilly Circus, 

‘ LONDON, W 1 








;:’sV:U’£-?;r:^:;^;?>:^«* 

"^^'^"'''\\os-""" .'T' xs '\v«« f COY"-'*' 

ct?« V";;;!;;^x.': 

a..'*' “ <.»«. ■• 'S » ''""'f f ' '"' 

,.„ >W '\t ; ; „,w» '“V c-'B „ 

tM\cU ' \wxxo"^" yrtxoo '^" ^^,\^•oYol> 



COUHIRCUl.. 


193 

of carbon on the nbbon or allp it behind the cjlinder scale, eo 
AS to prevent the corrections from being noticeable. 

It occtuioiiAilj happens that, sa;r, two copies of a given 
docnment are required, with one name figuring several times 
in one copy, and another name in the oiher, for example, 
the name Urntth m the top copy, and Jones in the carbon 
copy. In duplicating auch a document, slip a narrow strip of 
paper just under the cylinder scale, whenever the interchange- 
able words occur, and type the name Jones, then remove the 
strip of paper and slip ir between ibe carbon and the carbon 
copy {over the name Jones) ^nd typo the name Smith in the 
top copy. This method is only reoimmeoded when the names 
or wonis which are to l»e typed interchangeably are the same 
or nsarly the same length. 


EXERCISE 46. 

(Ct<u* Work.) 

Specifications. 

Type three copies of the following specification, employing 
carbons for the duplicates Commence the word "Specifica- 
tion” at J6 and type it to spaced enpila/i, with two spaces after 
it Indent the following lines to SO Type the uame of the 
Architect ar SO, and indent each hoe of the address fire e;«ces 


margin release lor marginal notes. Sub-beadingv, such as 
“Excavator,” “ Bricksetter,'' Aa, should be centred between JC 
and 70, or IS and 7S. 

Employ double line-spacng , treble between the paragraphs, 
and four between the main patrs, wif preferred, single, doable, 
and treble. 


■id«, inf:«»dof t<t:-bUid cx«v<r 

ftit u»atr lU Ufl paprr *o »• " 


iftlioa U to b« bound it tb« 
bo tn tbo tno^btAo 

Adl£f. to rvb cooo^.-uot 
tn ck-oo to tbo rt/bt-bud 
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THE TTP13TS’ MASUAL. 


SPECIFICATION of work to be done and materials 
to be used in the erections and completion of 
a pair of Semi-detached Villa Residences on 
* Land situato on the Wimbome Estate, Wim- 
bome, for Robert Warde, Esq., according to . 
drawings provided herewith by 

W. ASHWORTH & SONS, 

Architects and Surveyors, 

Wimborne. 

January, 1918. 


Conditions of Contract. 

HATEKiAts The Contractor to provide at bis own cost all 
AND necessary labour, workmanship, scaffolding, tools, 
OABOuiqic.: tackle, cartage, Ac., and all such materials os may 
be requisite for the execution and completion of the 
several works. 

The materials and labour to bo of the best 
character, and subject to the approval of the Archi- 
tect, whose approval or rejection of the same shall be 
absolute, and if any defects in either ne not rectified, 
he, the Architect, shall be at liberty to employ 
whomsoeverhe may please to remove and rectify such 
defective materials and workmanship, and deduct 
the cost thereof from the amount of the Contract. 

nnAWiNGs, The works are to be carried out in acoordanne 
Ac. ; with the drawings Nos. 1 to 6 inclusive, which are 
signed uy the Contractor. The original drawings 
or such duplicates thereof as shall be supplied, 
together with the Specification, are required to be 
kept at nil times during working hours at the 
Btiihiing, until tlie completion thereof, when they 
are to be returned. 
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TIME The works are to be commenced immediately • 

ALLOWED- after the Contract has been signed, and are to be 
carried on with nil possible and rcusoiiable despatch, 
80 that the roofs may be completely coTered in on 
or before the day of 

191 , subject to a penalty of Fire Pounds per 
week for every week after the aforeaiij date that 
the Works shall remain incomplete, such penalty 
to bo deducted from tbe amount of Contract a« 
liquidated damages, except and providing it shall l>e 
certified by tbe Architect, that all due and reason- 
able ezertiou bad been made by the Contractor, and 
excepting also delays occasioned by trade strikes or 
frost. 

PATMBMTS The payments to be made by instalments of not 
leas than One Hundred Pounds each time (except 
the eame may be a Imlaoce of accounts) upon and 
according to the certificate of the Architect. The 
instalments to be m the proportion of three-fourths 
of tbe value of the works executed, as nearly as 
can he conveniently ascertained, and the balance to 
be paid as soon after the completion of the works ns 
the Accounts may be made up. 

KESPOKSI' The several works are to bo delivered up at the 
BIUTJES : completion thereof in a clean and perfect state in 
every respect. The Contractor is to have the 
eicliisire charge of tbe works during tbeir progress, 
and to m.ike good any injury or loss that may 
bapi'eii to the premises through the weather, fire, 
water, mischievous iicrsons, or any other c uise ntitil 
the buildings be delivered up to the Proprietor. 
EzcaTator. 

♦excava- Carefully take up the surface soil and convoy 
Tioss : where directed, and excavate the ground to tbe 
several depths rcqatred fora gO'>d foundation for 
the walla, drains, Arc, and when tbe latter have 
been examined, fill »n, and well ram round all 
footings, itc. 

.Tvi I .l.«M7,ik.tTT«H>DCMllB« *oJBot<llTa»J»»rnFrtat. 
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THE TtftHTH UAKUAfc 


DriAiKH : I’forido atid lay gl/izod Htdiiewaro circular 

anckottcd drnina of boat mamifooture and of the 
sizoa and in the proportion shown on tho drawing*, 
to be laid to good and uniform falls with nocossiiry 
bonds, junctions, diminishing pieces, gully traps 
and grids, and grid to ashpit, all carefully and 
ofTootimlly bedded and jointed in woll-puddled clay 
on a solid bed. Tho whole of tho drains aro to bo 
loft uncovered until thoy have boon cinminod and 
jiasHod by tho Architect, after which tlio tronches 
must bo proporly filled in and well rammed, the 
trap.s, (to., oloaned out, and tho wholo of tho 
drainage to bo delivered up in a clean and sound 
condition at tho completion of tho works, 

WATna ; Drain away all water that may aoonmulato during 
tlio progress of the works. 

SEWBK : Tunnel under surface and conneot with sowor 

in Uoad, and pay all fees, charges, 

(tc., connected therowith. 


Bricksotter. ' 

muoKS; The bricks throughout aro to bo sound, bard, 
square, and well turned, free from iimestonos and 
all other defects. 

(Incomplete.) 

Now take a shoot of foolscap and fold it in four, according to 
tho dotted liues on tlie next page, and typo tho ondorsoment in 
tho second sootiou from tho hft hand. If a brief mnebino is 
available typo tho tliroo copies by intorloaving with carbons, if 
not typo each ono scparatoly. Place nno at tlio back of onoh 
:opy of tho spocification, witli tho ondorsomont nearest tho top, 
"aston tho shoots together at tho toj) loft hand comer, and 
inatly fold in four crosswise, whon tho section boaring tho 
■ndorsomont will ho up[)ermo3t. 

As tljoro arc three stylos of displaying theso siioots wo give 
n alternative moUiod on page 161, and yet another on page 1G2. 
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EXEUaSE Uj. . 

Typo t-A-oj mpm of tho f'Aio-his^ on'^mooEf. kpooificitiori, 
emjjhpjt'4 a c^ir'f/jrj for Ibo 'iiiplicat/-, Di-^plsiy it Himilarlj io 
tbc pre-'hnH lijiooiito-iii'jv, v,iU) tho crooptjori of tho ho^i'iurj, 
iho Vmo'< of v.f/io'b roo^.t contrc-'J mtvoon //5 an'l 70, or /o 
and 7i?, 'i’ho roar^riiia! not/;” rna%' oithor bo typc'J at 0, or 
c';nf,r«;'l au'i /o. 

}->.t.'ibli>.ho'3 1?30, 

HRr:f'.7 JJtAOKi//'-;: Co'/J'akt, 

Thk EMMiic Vt'orin.*-, 

Siren lEWo 

spECJFiavnox 

01 ' 

TiJi; EME/KE SUJU ACE C0NDE2xSEK 
‘loi.'.'vTEE o:c 

COMBENED AIll AI.E CJflCULATJNG Pa.MPS. 

>s»Ei,i, : Iho fyniihtioor i» of tho Admiralty typo, reotan* 

toiiar in Ao^ti'ti ; iho Jshcli rx:iri',j of hard close- 
er^inod carcfuily y.olooU;'! cuot iron, havint' 
m'lchino'j flen;.;*;”, it ie provided viJlS) the iiece^’arv 
opfii! for eihatiet stofim inlet and oondeneed 
■^ater outlet. 
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TuaaPLATej; Tlie tube plutei ura of brass, beiopproTitled with 
tube holes screwed to tiko tbe ferrules that secure 
Cubes in positroQ. The plntes aro carofullj flttecf 
to thf} shell 

TUBES . The tubes are of best quality seatjiloss dmwu 

brass. They are tinned iiiaide nnd outside, i^ch 
tube IS cHrefully tested uu ier hydrsulie pressure 
bofnre loavinj' out works 

Tubes are secured m position by brass ferrules 
and packed with corset lace paekinj-. 

Ferrules lire oirangcd so that it is impossible for 
tbe tubes to creep 

WATsn BOX These are of bard close-gramed cast iron with 

COTXRS : machioed flanges. A flat cover is provided on the 
Water-box end, tbe other end of the shell Iwiog 
fitted with a deep oorer, thus allowing ample space 
for tbe circulation of tbe water. 

oPEXiaos The necessary openings of sire and position to 
suit requirements would be placed on tfas condenser 
shell for the exhaust steam. Circulating discharge 
opening can be placed either on top or on the side 
of the water box so as to suit pipe work connections 

BTEiU This IS of bard close-itrained cast iron, as hard as 

ems'DER: can be machined It is fitted with Our improred 
form of valve motion. The valve motion is of tbe 
onbiide type, and can be adjusted so as to run a 
full length of stroke under any conditions of speed. 
Ciishioa ratres are provided so as to take up any 
knock m tbe steam cylinder. 

roMP XND8 . Both air and circuhting pump ends are of high 
grade cast iron, cylinder* ore brass lined, pistons 
are of brass, packed with our improved fibrous 
p icking, which, as wear Ukes place, can be set out 
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S t* KC I P I C A T I 0 N 

t>{ tllO 

BM^m^.sl!R^•ACRCONO^.^•sJ:». 


Ifeitrj Hlicklock J: Comi'nnj, 
TJie Empire Work*, 

? b« f f le 1<1 


SPECIFICATION 


THE EMPIRE SURFACE CONDENSER. 


Henry Blnoklock & Co., 

The Empire Works, 

SbsfBehl. 


Nore — AU these Jinee should he ruled in red ink. 
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I.KSSON XXIV. 

Iffpmt Iferl) 

Bills of Qaantities, Estimates. &c. 

A Bill of QiLintitie^ is iisiiallf disjilaje'i upon foolscap or 
draft pnper, the ane depending upon the nature of the work. 
A black record ribbon or pad ehoiild be employed, as it contrasti 
wiUi the rcl ruling lietter than anj other colour, and also is less 
iable ty smear. A number of copies are genemllj required, 
land these maj be taken bj means of semi-carbons, the copies 
being amt to sranous boildera in order that they may estimate 
the CQ't, and send tu their t.-iidera to the architect 

As a rule the Bill commences by setting forth the natiiro of 
the proposed building or contract, folloiceil by a preliminary 
notice re-ipeciing the tenders. A tabulated statement is giren 
next of the work to bo exeented and the materials to be used 
in the rarioiis trades, arranged under such sub-headings as 
kxeavator, Bncllayer, T*ler, J/aton, Carpenter, Joiner, 
fronmonyer, riatierer, plumher, SmUh and Pounder, Clatter, 
Painter, and finally a Summary 

The colmnns under these subheadings are divided into three 
distinct divisions 

(1) Measurement or weight (falling generally under the sub 
heading Quantities) and, in the case of measurements, a 
description as to whether they are cube, superficial or lineal. 

(2) Items falling under theeubbeading i>e/eri/)tion o/ Jl'ori 

(3) Rate and X a. d 

With a scale of 72 degrees to the line, arrange the columns 
thus . — 

The word Quantities at 2, the words Detenpltoyt oj irorl 
at 2G, the word Pate at 56, and the X s. d at 6j, 67 and 70 
respectively 

Under the word Quantities tjpo the subheading Yds ft and 
in., commencing at 0 and tapping the space-bir twice between 
each.* 

In typing the various columns, see that the .vanU, feet and 
inches fall under their respective healings, that the description 
of the tneasuremeut such as cube begins at 16, and fbat the 
item column commences at 21 aud runs up to about 51, 
continued lines b-ing mdentC'l to 23 .at single line spicin;;. 
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Al]o>r tor loturftoee to •mouat <if 
Tfoder , Tolicj to La iiv[««i(r I 
with the Architect 
\Ilow for lupp^ioii mter for ftll th> 
worhi, iDciadiog f«c« ead tem 
porary plumtuog 

I Allow f><r (itioit iiottcM to Local 
Authomie*, enid p«j all fee* 

I Allow for Workmen • CompeRMtioi 
Act 

Cerr7 to Summary, 


< All •leaTatloMtotreoehe* toiseluJr 
j pluikioA*, •truttm; aad btiling, 

I &« , a*«e»»ary i 

0 Cube I Ctcarate trench** for fouadatioa* J 
r p«r( €U I'n oaJ rtm, reDkiO'fer' 
I iprcad o*er i 

0 CiiW I Fill In under floor* with epprored! 

I herd dry Ruteri*U I 

0 L’O I Q'**ICgl«f'«l*tociew«re*ocket)>'ioted^ 
I pipe* UM to fall*, juiiU tna'Ie in 
i rordao)} ceraeot, and allow for 
fzearatiag arFrairo* 9*6' d»ep, fill 
I in and ram, rvmamdcrrj'md orer 
1 tito 

0 Ud <• Do do do, 3' O' deep aud do. 
Ko 4 4* alow bend* ' 

Ko 2 Do. «1bow* j 

No. 1 Do. lyrhoo trap i 

Ko 1 4* (0 fi'iDDCtitiD 1 

Ko 1 6* alow bend ' 

Ko. 1 6* Wearer duconnecUBS trap 1 

Ko 1 Freah air inlet with 4’ pipe*. (S' 0'>1 

up to furface of (troiind. aadi 
fioiahed with C I irrating comptelr 
Ko 1 Allow the PC auin of AS for eiten- 
aioo of rower to boundary aod coo* 
aectiOD eomileta 
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LKSSON XXV. 

{Uome Work.) 


The Tabulator. 

The Tabul&tor, as its name tmplief, is spectalljr desigoe*! 
for tjping matter which lends itself to columnar arrangemciiL 



Ptatt <!. 

tl RfHnpiTO’i — SaiwiKq Paoiir ^ikv or TartLAToa. 


It cousiats of two main psrts . — 

(a) The Tabulator Rack (Platj 33, 53763), on whica ari> 
fixed a number of adjustable sto|ia (riste 33, 53C50) 

(5) The actuating mecbnuism. composed of a senes ot ten 
huger keys (Plates 33 and 33, 63310 and 53530) and their con- 
necting lerers and plungers (Plate 33, 51500, 52010 ami 53y60) 
In addition to these two main fnirts, there la a Scale pLicel 
directlj behind the Tabulator Keys (Plate 32) to indicate tl'o 
numerical Talue Of each of the ten keys 
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Coiiut the longttl word in aach column and aicertaiu it 
what number of the Beale the columns must bfgin^ allowing 
miiforra epacing between each, ao that the work ns n wholo ran? 
present n ajmmotrical appearance. 

Set the margin for the /fr*/ calumo, and pais the cirriage 
along until the point where the second column is to begin is In 
the centre of the cut-out, then deprcis the Tab Stop Set (/'late 
33, 63610), which will force out the stop on the raeJe, correi- 
ponding to this position in the “cut-out," ami cause it to 
project beyond the uniform edge of the ether stops. Then [nii 
the carriage along and follow the eame procedure with regard 
to the third eolutmi llaTing done this run the paper Into the 
typewriter , draw the cam»ge back to the gireti margin ; type 
the rotiuired word , depress the units key, type the word in 
column numher two , again deprcaa the units key ; typo the word 
in column number tliree, return the carnage for the second 
line, and repeat the process until the talulation is completed. 

NOTE.“Tbij rule holds good for all tabular work In which 
ths eohirans h«gin at a uniform number. 

Now vfUh regard to columns of figures. 

The first step is to ascert-im at whet numbers the units in 
each column must fall, as the stops ore set for the units.* 

Let us auppoia that we desire to typo the fwl/oning fih/o:— 


62,561 

294,737 

651,476 

320,108 

517,922 

957 

732 

234 

C,836 

9 

8,657 

18,077 

4 

622 

60,689 

41 

2,627 

10,213 

7,117 

559 

653 

18,976 

33 

4 

1.565 

161,415 

1,0.50 

26,690 

40,794 

4,291 

10,321 

19 

9,689 

1,312 

4,836 

308,770 

407,142 

859,534 

814,789 

914,799 


If we count the longttl line of figures, we find that it einaU 
35 spaces so that we can afford to allow a margin of lOonthe 
lelt aiitJ 5 on the ri^'ht hand iide of the piper. 35 -i- 10 + 5 - 50 
spices 70-50-20, which represents the number of tpices 
arailable for dtrision between the colntans. 20-^4 *5 cl*sr 
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spaces between each column. Therefore, the stops imisfc be set 
as above described at 16 for the units of the first column ; at 
28 for the units of the second column ; nt 40 for the units of 
the third column ; at 62 for the units of the fourth column j 
and at 64 for the units of the fifth column. 

Having set the stops, insert the paper; draw the carriage 
back to “ 0 ” ; depress the key, the tinmerical value of which 
corresponds with the denomination to be typed; type the 
figures ; again depress the required key ; type the figures, and 
so on to the end of the line ; then ciiange the line and repeat 
the operation until the colurana are completed. 

To clear tlio Rack for a ditferent setting of the stops run the 
carriage to the extreme right or left ; press firmly the finger 
piece (Plate 33, 52820), which will force out the cam (Plate 33, 
62601) and, while still keeping the finger piece pressed firmly 
in, pass the carriage along the length of the lino by means of 
the carriage release key. 

( To be continued in next Lesson.) 

EXERCISE 49. 

{Clots g'ort'.) 

Set out the following words in three columns, employing the 
tabulator, if available. Type the first column at five, 
the second in the centre of the page, and the third so that the 
end of the longest word in it falls over the 70th degree of 
the scale. 


List of Wonos Fkeque.vtlt JfissPEUT. 


abhorrent 

fuchsia 

referred 

.abridgment 

gauge 

reference 

accede 

grammar 

recommend 

accessory 

grandeur 

religious 

accidonta! 

harassed 

sacrilegious 

accommodation 

lieight 

seize 

acknowledgment 

homeopathy 

separate 

anonymous 

indictment 

speciality 

argument 

intelligent 

succeed 

available 

intrigue 

supersede 

awful 

inveigle 

symmeti'y 
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ttwkwanl 

jmlgniciit 

(eimbU 

balloon 

joimiejH 

trntiifor 

belioTe 

le.agne 

tmiitroMliig 

bereave 

leiaiire 

Irniiifi'iniira 

cancelling 

mlaooUniieuiia 

traimforHliU 

cavilling 

niiphtha 

iriilj 

c<»iling 

iiercivary 

niiiqiie 

cliaracter 

neceaiuirily 

tili|>nrnlliil«d 

iltilUs 

chrysalis 

neighliour 

cryatal 

niece 

Vnlln^l 

college 

noticoable 

Veriiillloii 

committee 

ol>eit.tiire 

veto (pi. veil. 

complete 

oboilientljr 

village 

concede 

parcel 

villnln 

conecientiouB 

pariillel 

waliiirot 

couple 

peddler* 

walnai'/itl/i/ 

conrageoua 

peretnptorj 

warnf/'i'/aa 

cjlinder 

fKltAtO (pi 


diligent 

precede 

• lilikv 

diphtheria 

pnvilegc 

mh'jUy 

daly 

proceed 


dnloeae 

proeednro 


eighth 

quarrel 

VM'.t 

emlArra-ument 

'iRarrellmg 


exchequer 

re<-e/|e 

frXKIiCIKK Vj 



Tjji th« foU-rris;: OQ nj^xni pAp<tr Cm R'MM 

with X dmLli! tnrn fc<»'w<ir5 Tii '-jnt'r •'.i** 

lice* »{:b th» riz/i»niU7Ttr, * tstii'it m* ri jmJ' % 

donfcle ifiAT. 

Ecptrtj tht tiEnlit'.r if ».t*i M*J 'tiK '♦."J* *7 »' 

C2:; r,f ft-ich v.r'nr.s. If ■r.Sj'ns -ut till- if' -i --ii'ilt-i.''' 

eotsnuisitit thit iyjlT”/.a Wkfj'^ ic dt** 'fr*' 

th« soil*, 1712 as th« iCsh i-wE nir-* sm»^ 

ea-ih of chit f.lTo-if.'-^ TMn, '^7?^ Ct^wirt '•r'.' tf 

ara{ «tt rrsti»t «*tfi d:** ' Jl.-t-r? 
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Allow no margin, and commence tho first column of figures at 
the 19th degree, and space four times between each of the 
following columns. 

Eeceipts of Coffee in Hamburg, 

The Hamburg market has, on the whole, maintained its 
high position, though circumstances have occurred to weaken if. 
The pecuniary results have not been satisfactory, and many mer- 
chants have suffered. Considering that about 200,000,000 lbs, 
of coffee fell some 30 per cent, in price, for ojample, for 
ordinary Rio tho value fell from 57pf in January to 43)if. in 
December, even a person not interested in tho article will see 
that no great profit is possible. 

Tho following are the receipts for five years from the 
principal centres of growth : — 


Whence Imported. UII2 1«13. lOM. liU.i. 1910. 


owts. cwts. cwts. evrta. cwts. 

Santos t33,051 -103.601 397,019 373.010 467,498 

Rio Janeiro , 422,221 3U.846 385,809 483,245 598,397 

St. Domingo . 110,231 80,705 81,080 80,610 48,220 

Cara9oa 180,110 214,357 191,920 211,004 191.920 

Costa Rica 80,705 03.499 133,852 125,979 124,010 

Other Countries . 427,143 402,540 405,545 446,828 472,419 


1,053,406 1,569.808 1,050, 434> 1,727,270 1,902,470 

Tho colour and leaves of tlie new crop from Santos were in 
every way unobjectionable, but a good many hard coffees 
occurred, and for this reason the fine tasting qualities of 
1914-16 were much sought after. Complaints were made as to 
the indifferent sorting of tho pearl beans on tho other side, 
which had, therefore, to be repeated here. 

Hio was genemlly satisfactory. Losses were sustained 
through the necessity of realising stocks of washed coffee, owing 
to tho bad influence of the weather. A decline of about 30 per 
cent took place in tlio arrivals from Bahia, which were generally 
of a low quality, and required cleaning before being submitted 
to tho market 

The quality of Curagoa was on tho average better than in 
former yc.ars ; the washed coffee was distinguished for its fine 
beans. 



to “0"; dsjr-a tbs rs'^iirs'i kej; trpj tbe£fWs. ini s.> oa 
throcrii'’-at Ihs es?i^ 


25S 

13-3 

717-41 

1,339 4 

21.245-6 


32-67 

61-7$7 

S,2$S-697 

•765 

6-993 

63-2 

527-6 

•61 

•346 

4-91 

40-91 

436-34 

MTl-O 

1,996-S 

3-7 

153-6 

324-9 

M09 

29,810 765 


Koit— 2?eT«r <d«ims th« spic^hir a/ferfijarss when m>ir»g 
tli4 tiboUtor, IS the depressioa of the ubalstor hers eSects 
the s]fada;. If tt ts oecesur}- to skip & column sni pass to 
tbs next, depress tbe UbuUtor key tvice tuste&d of once, and 
if two eolutnns bare to be skipped, depress it three times 
In tabulating pounds, sbtUiDgs aud pence, ascertnin at 
wbat numbers tbe units of tbe pence will Till , set the stops 
accordingly and depress tbo Ubuhtor key which corresponds 
with tbe denomination under ponnds, sbilliogs, or penc^ using 
tbe lower reading of tbe scale 

Kor example, m the fcdlowrng table the stops would be set 
for the nnits of the pence and tbo required key would then be 
depressed, first to insert the beadiiigs ‘‘X s. d.” by depressing 
the <eni cf pounds for tbe “^C,” the unit* of tfnUmgs for the 
“a," and the unite of pence for the “d.,’* nud similarly for the 
figures tabulated Under these holdings. 


X B. d 
376 0 6 
2T 6 2 
3 15 11 
997 0 7 
8 10 0 


£ K d. 
255 2 9 
271 3 10 
384 14 7 
3 16 1 
27 1 9 


£ 3 . < 1 . 

74 6 10 
180 14 4 
25911 7 

87 18 9 

ai 1 0 ft 


£ a d. 
31 8 U 
19 5 4 
19 5 4 
250 12 7 








coicyiaa^L 


lift 


them, as practice will apeedtl/ enabla an iiitelli^'cnt oiveratur to 
appreciate to the full th« in):^nroua deriee. 

If a taliulator h not availabia for aork of the abore 
description, adopt the same method of countiii;' out the columns 


the table is completed. 

The same rule holds koo«I for columns of £ a, d. if in 
addition to depressing the apace-Ixir between the various 
columns, it is tapped twice between tho £ and shillings if there 
is a uuit 11 ) the Hhilhiigs, and once if there era tens, and 
similarlj with regard to tlie ap.accs lictuecii the ahilliiigs and 
pence. 

EXEnCISB 51 

{Qw irort) 

Display tho following table* on (jnarlo i>.aper, utilising 70 
degrees of the scale. 

Use the tabulator iC possible, setting the stops for the uHiti 
of the whole numbera 

Tap the full stop very hghtly, so that it may not perforate 
the paper. 

On completion, check the figures carofully and rule the table 
in rtd ink. 

The number of 2,421,000 has been suMivided into classes 


of insured trades as follows • — • 




CImi of Insured Trs<Ie 

T»tal 111 
In-ured 
Tra.lM 

BuiMiog 

Qrwp 

fciicineer- 

Onwr 

Building Trade 

i.sse.ooo 

1 218, OOC 


Esgioeert sad Irotifouaden 

777.00-) 


777.C'XI 

Shipbulldera 

Mjll-eav;cr« . 

137,000 


isr.ooo 

<3,000 

23.CC0 

20.000 

Cuiehbu'Mcn 

lie, 000 


iie.ow 

Oestnl Laboiiren 

100,000 

JO.OOO 

M.OOO 

Total in Iniurtd Trailce 

3,431,000 

1,821,000 

l.lMCCO 

* U ante Tsamlu 

atinn 15 

M 
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EXEECISE 52. 

Type the following Book-keeping Transactions on foolscap 
paper with 5 margin and double line-spacing. 

If with a tabulator, set the st'ips for the ditto, for the umt oj 
the Jittf, for the 6odji of the worh, and for the unit of the pence. 

In any case, whether typed with a tabulator or not, display 
it as follows ; — 

Mouth. Day of Mouth. Text. £> s. li. 

“5 " " 11 " “ 15” ‘‘6i 67 TO” 

Be careful not to poucture the paper with the leatiers, and 
extend them to witiiiu four or five spaces of the £> s. d. 


Book-keeping Transactions. 

£ g. <! 

July 1 Itrceived of D. UrumtnouJ ou account tlO 0 0 

* „ li Paid accei'Uiice N'o. 60, due this day 630 0 0 

„ 4 Heceived of E. Edmond -400 0 0 

Allowed off account iu seltlemeut 12 0 P 

5 Purchased oi S. Smeatwn new steam engine fixed 

comjilete, half cash, half bill @ 2 months 280 0 0 

S dd U. Drummond paper as per invoice 84 IS 0 

7 Paid w.iges for fortnight 113 5 9 

7 Shipped on consignment to T. Wren, Rouen, 1,200 

reams special writing 96 5 0 

,, 7 Paid freight and insurance thereuu 4 17 6 

,, 8 Paid rates and taxes 12 4 8 

Received of D. Drummond his nccoptancB® SmonUia 245 8 0 

„ 10 Received payment of bill So. 127 20l 9 6 

Received of C. Caustic cash 285 0 0 

Discount ailuned him 6 16 6 

„ 11 Paid Cook & Co. account cheuiicalsj£176 less 24 per 

cut , 170 12 6 

12 Paid tiisi). petty expenses 6 "1 2 

Soid C. Caustic 15 tons printing (if JSiO 600 0 0 

Received cheque on account 315 0 0 

Paid G. Durford 470 0 0 

fUscoiint allowed oEf Bccmint 12 9 7 


•The >4iU(j Qvy V.t, typed with the qiiotitlon m.vr'k. 
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Jul/ 13 Sold to R Edaoud 21 U>f)« priatios £10 
„ II R«c»i»ed Irota T. IVron, Rouen, mcoudc 

•»!<• . £51 1 

Leu C'liatnifiun end chuyee 8 2 

Aad dreft »t 7 dkj» eight 

O'lrlonf lOOtooeeeperto, /orJa 
bill 

,, 15 Bought of Go'ik A cbeiuicaJi, e* per ioroiee 
Accepted their draft Qf 2 nootha 

17 Paidemuge of cheniciU 

Accepted eoopoaitioa of tSa. in the £ oa debt due 
bj D Beauchaiop . . 

Pei'l for office etttioDer/ 

18 Sold F PurCeacoe lOOreeco* epe^iel iinpen»l(% ISt 

for eceepuaee 2 monthi oet 
M 20 Pafd for eleaaaiag water aluice. coatentl* aad libvur 
Rece/redofF Fort«4Ctteebe<ia« 

„ 21 Reeeired pi/aeat of aeceptaoee No. 123 
Paid wig«i for fortaigbt ... 

„ 22 Paid aceeptte*e No 01, doe thle da; 

paid for horre proreoder 

„ 24 Wrote off ralae of a boree killed ..... . 

Bought for cuh ba; boree, nnog fire ;rir« . 

„ 20 Drew oat forpnnteuie 

Feld gai eccouat ... . . 

„ 27 Sold T Dnitonsood 8 tone pnotiDg ^ £33 fur prompt 
caefa, 1 m< 0 {wr cent, aod received hia cheque Taliie 
Recetred of T. Wreo, Kourir, acoouat uWeloeisg 
coaaigaraeat, with eight draft, for set proceeda . 

„ 2S Paid coal* aad water for month 
Paid aatanea 

Paid postagea aod eondr; office expetaea .. 

„ 31 Depreciation •( plant and aaebber 7 

Value of aloek on band at coat - . 2 

Amount of wagea earned todate 


233 10 
2 1 


115 10 
413 15 


131 15 
20 0 
3 1 
IS 10 
.Its 10 
IS 7 
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LESSON XXVI 1. 

{llamt H'ort.) 

Spelling. 

'I'lie Eiiglinh Ituigtingo Ih noted for it8 irrognlur oi tliogriij)li y 
i\nd eoiiHoquoutly very fow gonoral rules can l )0 laid down, for 
Uio siinplo loUHOii that, no sooner is a nilu found than it is 
upset by uuinorotis exceptions In fact, it is a question 
wliother thovo is a sinelo spelling rule which is free from 
OXCOptioUB. 

As EtigliBh spelling is hy sight and not sound, it can best bo 
learnt by sight, that is, by observation when reading. Typists, 
who are not good B))ellor8, should study aiiy standard work, 
either hy reading it carefully, or, bettor still, by copying from 
it. They shoiihl never pass words the spoiling of which they 
are in the least doubt id)out, but should make a note of tliom 
and refer to the notes, from time to time, until they are 
thovo\ighly couvovsaut with the correct spoiling. They 
8ho\ild avoid, as far as possible, reading manuscript containing 
errors in spelling, as it confuses tho oyo and consequently the 
mind. 

It is tho custom at some oxaminations to givo badly spelt 
letters to be corrected and typed. In doing so tho typist 
should avoid looking at tho mis-spollings, and moroly take in 
tho sonso of tho letter. 

Ilulcs to bo momovir.ed ; — 


lUti.n 1. 

L Words ending in “c" retain tho “o” when a sufllx 
beginning with a consonant is added, as niuccrr, sincerely’, cart, 
curefut ; flafe, ttalemniL 

K.xcoptiona Abridgment, acknowledgment, adjudgmeut, 
argument, judgment, lodgmont, awful, woful, duly, truly, 
wholly. 

ending in “c" drop tho “o” when a suiUx 
beginumg with a vowel is added, as lore, loving, lovahle; 
fciifc, snifxhle ; /lave, slavts/i ; arrive, arrival; guide, guidance. 



covuutcui. 
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Exceptions — (a) " c" if preceded b/“c”or “g'’8oft must 
(for tlio sake of euphony) retained before the terminations 
able, and ous, as change, ciuingeable ; peace, peaceable ; courage, 
courageous ; outrage, outrageous. 

(6) The “o" is rotameil id the two w mli and txnnt- 

my to distinguish them from the present participles of die and 
smg; also in thotxnj, Aoriay, and Unrjnn^. 

3. Words ending in “le” drop tbo ‘*e” before ing and 
clinngo tbe " i ” into •' y,” as «/if, dytnj , fir, lytnj, nr, ryin?. 

4. Words ending m “ee” retain both “ee's" baforu a sufEi, 
AS $ee, tetifty. 

iU'LB 3. 

1. A /Inal " y " preceded by a consonant is changed into •*» " 
srhen any aiilTix is added, with the exception of iiig, isb, or ist, 
as 6ujy, itii«/y, butuif**. ery, eri*d; envy, enrioiti; My, 
holtetl; refy, rthiOAe 

Exceptions Dryly, drytiois (from dry), sl^ly, slyness (from 
sly); shylyi shyness (from shy). 

With the siilExes ing, ish, or ist, the "y " is preserteJ, as 
pdy, pttytngs baby, balyith, <opy, copyut 

2. A final “ y ” preceded by a rowel is not changed luto “ i " 
when an addition is mAtlc, as Irlray, b'lrayat , bny, bu}tr. 

Exceptions : — Laid, paid, unpaid, aaid, unsaid. 

(Tb be (onttnurd tn nror Centn ) 

EXEItCISE 51. 
ir«rX ) 

(a) Typo the following on foolscap j*aj>er, 5 margin, double 
hnc-spacing, with four turns after tlio heading and between tbe 
various sections, and three after the auli-he.adinga 

Display tbo heading m apaceil capitals and the chief sub- 
headings III capitals. 

Do n"t forget the inslniction given in the previous Exercises 
as to puncturing the paper with the leaders 

Use the tabulator if possible 
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Receipts and Exports, 
Ueoeipts at Americas Ports. 



This week. 

Ijist week. 

S.imo week. 


Batea. 

Baiea. * 

W12-3. 

Biles. 

ieu.2. 

RhIcs. 

Thursday, Uulf..,.., 

17,600 

17,300 

13,000 

6,000 

„ Atlantic. 

11,400 

20,700 

8,000 

4,000 

Total 

29,000 

38,000 

21,000 

10,000 

Total 6 days 

, 174,000 

172,000 

133,000 

62,000 

Total this Season.. 

. .%92 1,000 

5,662,000 

4,739,000 

3,926,000 

Exports to Great Britain. 


Thursday 

, 49,000 

19,000 

13,000 

14,000 

Total 6 days 

. 132,000 

119,000 

46,000 

26,000 

Total this Se.ason.., 

, 2,235,000 2,095,000 

1,917,000 

1,493,000 

Exports to the Continent. 


Thursday 

12,000 

38,000 

14,000 

13,000 

Total 6 days 

85,000 

114,000 

67,000 

33,000 

Total this Season... 

2,144,000 

2,040,000 

1,493,000 

1,186,000 

Receipts at Foitr Intehioh Towns. 


Thursday 

11,000 

10,000 

4,000 

3,000 

Total 6 days 

57,000 

48,000 

35,000 

11,000 
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(i) Typo the followmg dcUils ia tabuUr form, dispUving 
them in a tim'lar manner to the preceding Eiercise. 

*£x|>orts of TcxtiU Machloerj daring J<naat7,lB0X Acomnariton with 
the two prtcedioj; jean, ' 

I.*.,., .A-, £39.997. To Germany. 
■ ■ .» >»nee,1901,^35.8!2 ; 

■ • .• ^ * lei in Kurop*, 1901, 

■ ■ • iiBi, including Huog- 

••■■■■ - >3, £5.802. To Uoiied 

” ' * ■ ' *• . 1903. £51.361 To 

countnea in SouOi America, 1901. £5.826, 1802, £20,268 , 1903. £9,617. 
To BrituU South Africa, 1901, £7.036 : 1902, ml , 1903 £613 To Bntiah 
Ea.t I.idie*, 1001, £78,812 , 1802. £89.108 . 1903, £62,897. To Auitralia 
1901. £3,238 : 1902. £S51 . 1803, £1,790 To other eountriet 1901 
£26,777 : 1902, £13 031 . 1923, £12,010 ToUli, 1901, £113.122 - 190! 
£370.063; 1003. £350.812 


EXEUCISK 54. 

The Mosey Market. 

ISanL 2 per eent 

Dank or £.n'ola!(Iii 

An Account pursunot to the Act 7tb and 8tb Vm, cap 32, 
for the week ended on Wednesday, January 28, 1914 


Kotes issaed 
Total .. 


Is^CE DErARTVEVT. 

£19.710,010 Governti eet debt 111,01.6,100 

Other aecarltlea 8,781,000 

Gold coin and bullion. 32,010,010 
£19,716.010 Total £19,710,010 


Bakkino DErinTUZNT. 


Proprietors' capital. £11, 353,000 

nest 3.108,480 

Public deposits 0,331,235 

Other deposits 31, <*3,673 
7dayandother bills 180,308 
Total . £59 253.770 


Goeemmeat securities £11.177,309 

Other securities 17.030,010 

Noti-a 21,730,100 

Gold and silrer coin 2,111,997 

Tout £39.253,770 


•ThU forme! on» of th« foiu glreo at the Unea.Ltreaol Cheahlre iBiltMtte 
rypewTlUaf Examluatiun, l »03 
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Exceptijns:— If, by the aWition of the aoffix, the nccentie 
thrown back from the second to the first ayUable, the final con* 
sonant is not doubled, m defer, deference , prefer, preference. 

3. When the final sylNblo is not accented, or when the con- 
sonant is preceded bj moro than one Towel, the final consonant 
is not doubled, as appeal, ftppealeJ, appealing; benefit, 
Unejited, bttujitiny; offer, offered, offering. 

Exceptions • — {o) Acquit, acquitted, acquitting , bia«, bussed, 
biassing j quit, quitted, quitting, unbias, unbiassed ; worship, 
worshipped , wool, woollen 

(b) Words ending m “I" preceded by a single vowel usually 
double that “ 1 ” beforo a suffix beginning with a vowel, altbougb 
the accent is not upon it, as UM, UltlM, Itbethn/, (rartl, 
Iravtllrti, travelling. 


Kulb 4. 

1. Words ending iu any double letter with the exception 
of "I” retain the double letter beforo fu), less, ly, or ness, as 
lueeeei, tueeeu/ul ; grott, groeUy. 

2. Words ending in double ** 1 ” drop one “ 1 '• before ful, ly, 
Jess, or ness, as mil, irtlfiU / full, /uUy, thll, /killeit; full, 
fulness. 

Exceptions ; — Illness, shnllness, emallness, stillucas, talincas 

3. The same tiilo is obs-'rved when a wonl ending m double 
“I" is compounded with other words, ns alno't, alremly, 
altogether, until. 

Exceptions .—Allspice, farewell, downhill, uplull, rnolohill, 
befsll, befell, dcwnftH, waterfall, watermill, windmill, millstone, 
undersell, and a few others 


Hole 5 

h\ wonU of moro than one syllable, which formerly coded in 
ck, such as mimtek, frolick (now siielt mimic, frolicj, the -k " 
must be restored in the past tense and participles, as mtwir, 
mimiekeJ, viimiclnng ; frolic, frolteletl, frcliel^ny. 
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FftiNCE, BELaiou, Greece, and Switeerland. • 

X «. d. 

I centime 0 0 OrV 

100 „ =1 franc .. 0 0 9| 

1000 „ = 10 „ = I 10 franc-piece .. 0 P 0 

(The coins of these four countriea are the same in taIhc, but 
differ in oame.) 


GERUANr. 

100 pfennige = 1 reichsmark .. . ... . 

1000 „ =10 ,, =1 crown ... , 

Iloi IJISD 

1 cent . . . 

100 „ m \ guilder ... 

250 „ «. 2i 

1000 ,, =10 gniider-pieee 

f.VDU 

1 doiible-anna •> | rupee 
4 nnna-pUce = | „ . 

) rupee . . 

I „ . 

1 double-rupoo 

PoBrccAi- 

100 reis = 1 tostaos 
1,000 „ = 1 milreis ■ 

10,000 „ 

Russia. 

100 kopecks = 1 rouble 
1,000 „ =10 „ - 1 impensl 

Spain. 

100 centimes = 1 peseta. 

2,500 „ = 25 peseta-picco 

Tcrket. 

40 paras = I piastre 

100 piastres » I lira tuica . .. 


0 0 II] 
0 9 9j 


0 0 0 { 
0 1 8 
0 4 2 
0 15 S 


0 0 2 
0 0 4 
0 0 8 
0 I 4 
0 2 8 


0 0 4} 
0 4 !>l 

2 , Sl 


0 .1 2 

I II 6 


0 0 9} 

1 0 0 


0 0 2 
0 18 0 


IBB 

t^eoesaaif^’ osai\3^e • 

, aveWvBS. 'iJfie tab«Vvto^ 

tbc ^ tbeiB otocei® 

'::S£d "efcred 


oi' 




Vopae'^® 

MOie 


"" ' l^rrcnc® 

c.A 


tefcveA 

-nts” 


S,v\eiin^''"'' 

Iv-tvA 

P'BCt 

oeedB^® 




\ic\gbt 

irvdy 


recede 

g^vpeWj 

rWVege 


,,ESSOS 

_ subwa-®'’'®^ .,03 0 

^e ^adv\ S? tbe Vt 

^rS\e 

^■”'''”i;LS''«'t«SS-' c..fs,‘''?J 

; s« -is 

, tUeveb> ' „ ,\ cba^b , ^rvd U^V ^■" 


s ."'“"'fto. *“ >-"rSo''» “”Tp> ' 
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THE typists’ manual. 


is to be typed will be inserted in the typewriter at the exact 
typing point, and by using a carbon and a Sales Sheet from a 
Loose-Leaf Sales Book the work of typing the invoice and of 
making the entry in the Sales Book is simultaneously eSected, 
thereby avoiding the possibility of clerical errors, saving the 
time in checking, and giving what is unquestionably an immense 
advantage, a Sales Book in which all the entries are typewritten 
instead of handwritten. 

The case of entries having to be typed at different dates, for 
example, where bills are rendered monthly, thus necessitating 
the removal of the bill from the typewriter after an entry has been 
made, and its re-insertion at some subsequent date, when another 
item has to be added, is provided for with the vertical and 
horizontal Paper Ouides, the Double Circular Scale, and the 
Paper Tray. 

The Paper Cuides have already been referred to. The 
Double Circular Scale, at the extreme left of the cylinder, con- 
sists of two ciroomferentiai rows of figures, the outer scale 
being numbered from 1 to 3$, and the inner one from 54 to 55, 
thus providing for 66 line spaces and allowing for the longest 
hill. The Paper Tray, in which the bills and their carbon 
copies are placed, is fitted witli a Line Indicator, so that when a 
hill requires to bo reinserted, tiie typist notes the number of the 
lino (by means of the Line Indicator in the Paper Tray) where 
the entry is to be made, and feeds the bill into position for such 
line by consulting the Circular Scale and turning the cylinder 
to the corresponding number to that indicated in the Paper 
Tray. 

Again, credits m ly be entered in red by means of the Poly- 
chrome Ril)bon, and if additional copies of the bill or invoice 
are required they may bo obtained by inserting ndditionnl 
carbons, and “ blinds ” may he emjdoyed to block out any notes 
which may not be desired to be reproduced on each copy. 

It should perhaps be mentioned that the Sales Book is com- 
posed of a number of paged loose sheets. That these sheets, 
although they may be removed at will, are permanently looked 
in the Sales Book at the completion of each day’s work. ■ That 
the blank sheets for the day’s entries are removed from the 
beginning of the Sales Book, Imt when they are re-insortod they 
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ftre put on nt the en't of the ftiee downirardt «o thnt they 
ma^riiQ in unmenc.'il onier. 

Harm" rfoalt brioily with tho prwf* of b-o j-im to 

that of Afliimf; ftiifl h'lthtmctinff, anrf wo ftnil that the Affdiaj? 
and Stibtractm;? moohanimi conaista of two main jnrti, namely, 
the Actaatornnd the Totdiser. 

The Actuator compnaea tlio fi^uru koya and the key Jorers; 
the adding and aubtractintj lorora, anrl the interior working 
parts which occupy the space aliore and in front of the type- 
laira The Totaliser (Plato 3|, A) coimata of the apparatni 
which rogiatcra the totals which are obtained by dcpresiing the 
figure-keys for the ranoiis crfciisions when typing any a hilL 
Id addition to these t«o mam part* there i*. on the left of the 
ActUitor, A lerer wath n amall projecting knob (Plato 3t, J), 
If this lever is sot up the Adding and Subinicting machmo is in 
operatha, wSereas if it i* polled out nod prc»*e-| downwanf* 
towards the won! dtieonneet, tbeo the Adding nnd SnbtrACllug 
mechAoism is thrown out of gear, or diecoonccted, nnd the type- 
writer IS m All respects just an ordinary writing machine 
Agaiu, to the left of the Actuator there are two small ynncA- 
up finger and thumb fevers (1’l.ate 31, II ami 11(1), which 
regulate the Adding or Subtracting mechanism. For example, 
if It is desired to bring the Subtracting roecbaoisn) into play, 
the pinch-iip levers must 1»« pressed together until they connect, 
but if, on the other hand, th* Adding mechanism is to be 
brought into operation, the top lever (I’late 34, H) mnil be 
lightly brought down so as t-> allow them lo eeparste 
There is one other part of the mechao'im which requires to 
be mentioned «n I th-at rs the ililW Knob (Piste 31, K) of the 
Uib’wn Indicator, *bicb svbcn it is piille*! oul remains at the 
colour to which it is set. but when it i* presse*! »a the colour 
changes to jiurple wheii the oddia^ msernno is m operation, 
and to red wlien the Su'-tritettn^ machine is at work, so that 
cveu if the typist shouM inadvertently omit to set ihe mschine 
for adding when addition is required, the fict will be at once 
apparent, as instead of the figures appearing in the ToUhier 
in purple they will appesf m ud 

Vow with reganf to the actual msBipulitioo, fee-i the • 
invoice, carbon and Siles .*=heel into fh- tyf-rrit- 
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Aga'm, if serertil columns of figures are required, the same 
procedure is followed, but a toMiser is set for each column, 
or if a mistake is made, for example a wroug amount added, the 
remedy is : Subtract it, erase the error, and pnKeed afresh 
with the addition. If, on the other hand, a wrong amount has 
been subtracted, tbe process must Le reversed, and the amount 
which has beeu subtracted iu error must be added, the error 
erased, and the subtraction proceeded with afresli. 


EXERCISE 57. 

(aa»» Work) 


•’ •** ’ 1 Adding and Sub- 

I Book, if possible, 
if tbe uuderscorer. 

Oirmitigbam 20tli Feb., 1918. 


Messrs. Stone, Smith & Son, 

Bought of GEORGE WOOD & COMPANY. 


t2 Pi»eei S»r»en“t, 1,059 r»nlU 
130 „ l^ageloth, '6,455 jard* 

So „ FUdq« 1, 5,740 r*rd» 

195 „ Liaea, 2,340 jardt . 

89 K C^ico, 4,129 yarda 

35 BIsck Ltams SbiwU .. . 

loo „ CMbmere Shawli 

45 n Embroidared Sbawla . 

120 IVcwt Cloula . 

89 Shetland Falla 


£ a. i 
at 1/6 per jard 78 15 0 

atCd 161 7 6 

at IIQ\ „ 293 19 2 

atl/t „ 156 0 0 

-at 6id. „ 107 5 10 

at4,'0^ each 7 15 

..at 11/2 „ 55 16 8 

at 33/1 „ 85 13 9 

at 2/0 „ 12 0 0 

at 2/1^ „ 9 10 0 


£972 9 4 








Ea=rl - ; — cir *:>s ilsT -Jtifw 

Wfcis tif nir:? cf ri-? s-ts*? ef * is i 

icta tb? q^: K ti? mtt, wtc, a c.'r.r-.t 

fryced? arid fvTrv i~.'h «>rd«. 

En3?!e:— “Ti' a «*K»y» wr*. r- «iv? <«*'«'i 

fvtfjc^'f,'' *jp rriiV-:*-’/, ** n Jr tf/V^fr rrirmisri rr t^t \$t 
of a typnirn'r'." 

Sth. When a Christiia n»s:? i* wrirtea afwr the suroame 
it ma?t be separated froa the snmtae bj- a coaaa. 

Example • — .^'-hntix £■/*••»». 

I T-‘ f't toKtinK'J tn m^xt Litton.) 

EXEP.CISE 5?. 

yCati ITorL) 

(a ) Type the followlo; iorofce io the same manner as the 
prerious'cne, ruling neatly In red ink. 

Edinbnrgb. lltb Feb., 1918. 

Messrs. J. ^'ichoUoa <b Cai 

Bought of JOKES, BBOWK i- SOX, 

MamifActurers of Tweeds, PammatUs and Textures for 
Waterproofing 

Terms : 1 mouth, 2J%, or 7 days discount. 

No discount will be allowed on accounts not paid within 
1 month after the stated credit has expired. 




£ 

- . 

63* 

Xo. 185 Uoiou Tweed, 63-64 65. | ]92 i 1/6 



63* 

1593 „ Lmioc*. 63-63 1 125 1 1/3 



63* 

24241 Wool Tweed*, 62-64 ' 126 1 2/. 

K 

12 0 


2Trui«e*, 235/6 i ' 

1 fS4 



1 1 

l""* 



Kmptf Boird* sn<I Wrapper*, )( 




Dot returoed, wiU be charged j 


i 


(b) Make out .an invoice of the following particulars, dis- 
playing it in a similar manner to tho previous one. 

Sold to Messrs. Malcolm Harvey & (’o, Ltd. by James 
Sinclair, Grey Cloth ^tgent, Maiiclieatcr .300 pieces .IS" Mnrt- 



' „,o TertnEi 

oA ^)^te T'ueaAa'T ^^,e G^®^® 

.?rS <■' 's?i. 

Sco-W”””® 

^■v.* 



. -Si "A \^V 

inOiViera y jjio „ (. \ e(G \ g , 2 . 

■•••••\^2|G \ 10 ', 

"..A ifi \ ^ 14 \ n 

\l,7|^b\ \ ^ \ ^ 

\ \ \ \ 
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(&) Displ&y the folbwiDg iaTOtee in « stmtUr manner to the 
last one, emplojin^ double money eolntons on tcoonnt of the 
discount. 

On the 31st March, 1918, the following goods were despatched 
by the Chemical Sutidriea Co., Manchester, to Roberta & 
Fletcher, Ltd., Preston. 

3 dot. 3* ribbed funnels fi 2 . 301 @ 3/- dor. 9/*; I| dot. 4' 
ribbed funnels 6g. 301 (a} 3/6 doz., 5/3 ; 18 12oz. conical flasks 
fig*315@9d each 13/6, 7 porcelain tubes 20’ x @ 9/- 
each £3/3/- ; 4 fire-clay cmcililes x 2J" @ 1/6 each 6/* ; 
1 quire filter paper 3/6 £5/0/3 ; leas •'»% discount (5/-), £4/15/3; 
nitric acid 1 qr. 1 7 lb. <g 1/- lb. £2/5/-; irttn sulphide 21 lbs. g; 
4d. lb. 7/-; mercune chloride 11b @ 2/6 lb. 2/6 ; hydrochloric 
acid 2 qra. I4lba@8<l £2/6/8; dned sodium carbonate 5 Ibe; 
@ 1/3 lb 6/3. 

Packages (retnmable) 10/6. 

£10/13/2. 

Per London di K. W. Ry. Co. pass, train 

LESSON XXXI. 

(I/otne fieri ) 

PUNCTUATION — <7o«finHr.l 
Rules to he memorized : — 

Bulk 2. — Toe Skiii-colon (,). 

There is a great direreity of opinion ns to the use of this 
punctuation mark, the distinction between it and the comma 
being a matter more of degree than of actual difference. 

It is used to divide the component parts of a sentence, when 
such parts are not closely connected with e.ach other, but are, 
to a certain extent, complete in themielvea It should be 
employed : 

1st. Before reasons. 

Example :—/ Aarr tAe mrcAflni.''i;i b/' the ti/peirrite^ 

thoroughly', leeause / may at teiia* ntture time, have to 
repair my otcn nncAinr. 

2nd. To separate a senes of expressions, when such expres- 
sions are dependent upon one clause.^ 

Example: — (AeefasjtVs wereiaught as theymtght be 
taught— if boys and girli were tnslructed m GreeL and 
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the typed copy ioi<A print, and note iHirtieularly nny 
variatiom \o\th regard to capUalt and punctuation.’’ 
lluLE 4. — Tnc PcnioD (.) 

The penoJ is cmplovcd 

Ist. At the end of ererj complete sentence when such 
sentence is not & question or exclamation 
Example : — ^fa^e hay tehtle the tun t^ine*. 

2nd. After all abbrenationa * 

Examples (.Voirmirr), £*>] {A*joire), J/r {3luter), 

ifetert (.l/fMiruri), tn«f. (iRitaar). 

3rd. Between shillmf^s and {> 01100 , and as the ilocimil point 
Examples '.^£50 6s. DJ. or £S9 6 9. 1 45 

4th. After Iloman figures 
Example : — /A’. 

6th. After letters or figures used to number questions, 
remarks, paragraphs, notes, <]:c. 

lloiF. 5.— TnB Note or EsTcnnonATioN (li 
The note of interrogation is omplojed 
After ererj direct question If it occurs at the end of a 
sentence it is equal to a period, and shoiili), consequently, iw 
followed by a ci'pitn! letter. 

’ Example ■ U'AieA typaertter do you pit’tr t 

If, howerer, it occurs m the middle of a sentence it is uut equal 
to a perioil, and. therefore, should not I'e followed by .1 capit.i1 
Example ; — Uoie about the *Uible t — uai; r.iicfuir* i>r the 
iiamntf — any icrnlehtt on the carrta'fef —^inythm'i ™»un infA 
the horses J 


IluLi! G — The Note of Kx- j svatios ('t 
The note of excl-smatiou is used 
Ist. After interjections. 

Example ^ I ant forsaken 

2nd. After parts of speech having the forro of 111 mterp-cti iii 


* Do aot UM th« I «rti>l afur (b« word* r«, iwr 
Sr<l, Ac. n« not U ■blirorutt >D. but • L«lln w ,i 
P*r a l^Un word mcsnlno "bj,'' and prna l.ailii « td i 

way, lat U D-it an aU^rcrU'Utn. tb* << >wls^ iicdiI, tin 

comblnatloD 




i^r5r:;;3s^f£SsS" 

bxehcis® ^ 

(Class norl--^ 


VOICE of Ot>o ..jobannosEurg ^poaBta. 



-''' 

Mess"''*’” 


,, SI® 


lOV v>rawl>»<='=- ‘'"°' . 
T,eM >')'• 

»ac» 


,.„.ir/.«''"”"’'" 

Cnsa""' 


I Cik*® ..•••** ^ . •••’*’ ‘,'j 

;,0 ao\«'Xi;,K iiM nni 
nW o' ''‘iXVrauoo ‘ T-’ 


' BUONVI’ fcS9i^®,!;a»?8ocrclar>j 

iR^’0°hv 



r-wuiiKn«i 


I'Ol 

INVOlUK of Curtains timl Curcra for Mcnnu Kolxrt 
WilkiiiBon ik Sons Ltd., lA>n(!on, for tlieir account and ruV, 
shipped per •* Durham Castle," and coiulj'nol to tbs care of 
llessrs Henry Brij-ht Jt C... Southampton, by FKAN'CIS 
WKBSTEll i CO 

Order No. SXY 200 


an Ajii li't<je CuTer« 

e/io 

8/12 

8/U „ 

8/16 


Qoftiiir i'nc« 

1' ■ 

■' 

1 t j . 

<1 

•JOl 

8/6 

j : II 

0 

, 1 


312 

8/» 

1 16 





616 

6/- 

1 4 

0 




800 

4IC 

'll2 





712 

6/- 

n 


I 


708 

7/6 , 

t 16 

0 


1 


710 


I (O 





711 

10/- 1 

' 12 





712 

t 

1" 

0 j 






to ' 9 

6 { 




25\ D'ei' 

»■>»(... 1 

' 3 

3 ] 

no 

6 
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LONDON, 

Seth Jan . ISIS 


KISANCIS WRIMTKU ft Ci>. 


EXERCISE «. 


Learn this lur.ij'raph In Ijeirtand th»n trp^ the fdl>«in;', 
• ruling' ne.itly in red. 

An Account Sales is au account of the s.sle f f c»it t'Ai on 
Commission. It is tent by the consi:pi« to the *rd 

ihowa the amount realired from the tale of the f'-'y-u th» 
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Philip Heiin Ltd , 


hi A/c with UlCUAUD TOMKlNSl»N’ 


3iajr 13 lly (aoi.>(l», |>«i tm 

Oct 6 .. 

Nor. U 


Dll. 

I'o Stock 00 lund p*' lut ' 

ttUehrJ : 110 H 

„ Kcttiroi •( \>*T t<r«*iuui | 

lUtcmrot I < )8 ' 

Shii'meut p«r "iUjab" to 
•rrire ... 

,1 Duty <iD C«tMog»c*, Photv 

grajih*, ic. , 0 1* 

„ bbii'neot tor “lUAck 

IVinee*' to •rnre 1H 1C 


18 


D*Uuce to jour 

To Coinmuiii'tii oil S«lr«, ^10 10\ 

„ Ezchai’Kr on drftft Ac 
„ Drift flO il/« licrewith . 


TOnOXTQ. 
filU Jiin.» 1916 
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tin: TTPISTS’ HANDil- 


LESSON XXXII. 

{Home ITorL) 

Miscellaneous Signs. 

Rules to be memorized : — 

llui.E 7 . — The Dash ( — ). 

The dash is used to denote a sudden or emphatic pause, and 
has almost superseded the use of the parenthesis marks. 

Example: — At the Great Exhibition in 1861, all the nations of 
the civihseil world were represented — some very largely, and all 
very efficiently — in one fair temple of industry and peace. 

In typewriting, the hyphen is employed for the dash. It 
must, in such case, bo separated from the preceding and follow- 
ing words by a space before and after it 

Rule 8. — The HyPHEX ( - ). 

The hyphen is used 

let At the end of a line to indicate that a word has been 
divided, and that part of it has been carried on to the next lino. 
It should be typed without any space either before or after it. 

All words must be divided according to the syllables, but a 
syllable consisting of one letter only, for- example e-voke, must 
never be allowed to stand by itself, nor must a word of one 
syllable be divided. 

2nd. Between the component parts of compound words. 

Example ; — Eewcastle-on-Tyne. 

3rd. To denote the omission of figures. 

Example : — 1917-18. 


Rule 9. — The Pauentheses ( ). 

The parenthesis marks are used to enclose subsidiary words, 
clauses or sentences which have no grammatical connection 
with the Bontenco in which they occur. 



cnuyiKCiiL. 


nift 

Example:—/ hopt to m you on FrUny utxt {Aprit fltS) «if 

5f.n, 

They are el'so froiiHontlj cmplojroi] to eiinloie nil nnioiint or 
number in figures which hue l«pn wnttoii in wtjni», ainl »'//•# 
vtrta. 

Example 7'A< prK* %"Ould l^one i>oHn‘l itz ihilliityi (XI fl»,) 

Ul’i.k 10— TirR Quotatiov Mmxn ('* 

let. The (iouLlo quotation inarbe dcn'itu tint the wor<|« 
enclosed hj them are the exact irordi ot aof/<e speeker or trrltrr 
They should be typed inimcdintoly U-foro sii'l sfinr enrh 
quotation. 

Example “ h'Ay f/,tn sfioald U h* unrrunin'if.fr (a hrlirr* 
that tear amonff naltom mtyfu soon I'eom' rywilly oktolilr t " 
—McCarthy's “ Short History of thir Own Tnurs " 

>'0Tt— When a quotation (s in »arioiu j^regnphs, tha quota 
tioo marks may precede evA jrtfai'raph, l/'jt follow c/fily th» 
tiul paragraph. 

In plays, where the wftting eoneiet* entirely of f.//ii»eri*lioM, 
the quotation marks are v'A 

3nd. The semi quotation rnark* are elen • q'j/,*stio*( 

occurs within a quotatioji. In tyf-ewntiri/, the »fy<e'roj-he i* 
ase<-l for thie purp*/*/'. 

Example :— ** Tht cr'An'n -in-1 prrt*n^r v/ tAi-t’l v/ lA* it^rn 

old t'A dter f th* l)nk* of WelltnytOM/ nrt tr*tl *e 

the foet tf^t to t*fral of naiAonly uKo 

came Co Aim irith svyyr*r*o)** for lA* -trffii'r t.f ritt f.'i'r or 
that. An alBifjt' tnrari/jMr ’•n ‘ doM nlrrady.' >/» 

‘^done t>eo ko-ert «yo,’ or $omriKtn.j of tKu. k>*ri‘ i 

"Siort lli^tciry <A 0;r 0»i. T-s^. 

If *' * »*•-.- vq j » py*. x’ t.*.< rvl <■ -'/a'j-A 

p— jer, it see? l>s £o!>?w«d ty U*£. i vf 'tw ^ v/a- 

Jicc ntarVi. 

t— “ Tir Qcre» arerffri tir $ ijj'f.o'.-c y‘^A- 
Ixft'.ared'f, oxif flredtxj eir tioo' t ‘ no* K* f.'T'url f-r^ 

axaxrz'r r-,i> ,X-t f'V miA'i'rt.^e *• 'i'.rr 

—ItxCxr^’.f* -.‘’V.-t a tV.-7 rrit-.ftr-. 7' 


,.e,o-n 


Hiefiy ^r,Hx 


.for «““‘* J telo'W* ".not tko 




coMynn*!. 


:or 

Example — My «»»/ iiitrri •'■'it *fiit e*' 

Ml* tnorniny. 

CautiM .-—Sen'r m<«) tb® M{i(>ymrpb<' «i(h fbn |i.Mic<4<tve 

pronoima, )ii4, licrs, its, oura^ roiira, iheira. 

2nd. The omission of letters. 

Examplo-— 7’i«[<y ifon't tart (Metmiif;, thry d<* not e,iiy.) 

3rd The omission of tho fimt tno li^uri's in (he nirreiit 
^ear. 

Example —7s. lAfesninj::, iniS) 


Hv(.k 12 . — itfinc* OF Hit.irnm (»/ 

The marks of ellipsis arc iiseil to deimln that a pnidon of a 
aeuteuco or disconrso has Itocii omitted, if the t)’|>o»rller js 
not equipped with tiie asterisV, the perinrl ran )io tiisd a* a 
siilistitiite to denote such omiaslon. 

Example — tr/un / <ttn*tJfrllif furtu/ Iht liu'i’l'mi 
of France; the multuude and uyuhnff •>/ h^r ntift, M* 
uteful tnagnificenee o / her epaeiout h\yh rmult and t.nd'/n , 
i hfhold l« alt Ml* I'iM'thiri'/ I'ht'h 
ateet and eommande the tmayinali'/n, tfhirh cAf'ii th* inuid 
on lAeirtni' o/ preetpHate and $ndti'rtMnt'it* C'ninrf, and 
ifAiVA demand/, that tee thnuld eery lertnui'y e/anunr, aha' 
«n<f haxB yreat are the latent t*e*i that contd auth-.ru* v« at 
once to leeel io epacioue a falrte «r.M the yrownd ♦ }5-irk»' 

Rule 1 . 1 ,— ilarn nr litttnt'.'t >*, ♦, J* 

The Mterjik (*;, the d*?^(t/Ac^d t4« pirafir*;-- o' 
inaxk (?) ire emplojed tj direct %\t*v.yrt ty r.'.'et 

tad footooles. If the t/p^mter ti tnt taz -.'h 
taarke, ee« Laetoo IX, f«?e 
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EXEnCISK 64. 

('*) letter, tiHertiii^ the piincttiation 

correctly — 

1-16 Paternoster How 
London KC 4 

Jame^ Harnson , Esq I3th Jannarj 1918. 

The Elms 
Liverpool 

Dear Sir 

I be;,’ to ockiioirledgo the receipt of yoar letter of tbs IStb 
inst complimm^ (1) thst goods in 1*^0 amsil parceli were 
aepirjtel; <lelivere(l to 7011 at the aarae timo putting foii to 
double coat for cirritge (2) that ono pircel ras wrong!/ 
clisrged (3) that the other parcel contained gooila not ordered 

liJ-JOll 

I am aerr norr/ for the trouble and aiiuo/aiico /oil hare 
auffered b/ the carelessness of tnv clerk and picker, Will /on 
please return the parc-d wronglv «ent to /ou the value of wliich 
I will plico to /our crelit I ehill liavc much pleasure when 
von inforiii in' of the amoUDt also to credit vou with the 
carriai’e /on paid on its account 

Your m»ss0ngcr cither did not correcti/ eay to uhom the 
first parcel was to be charged or « « misunderstood, I have 
placed its particulars to the dehit of the account you specif/ . 
.Again apologising far the mistake 
I am 

A’onrs resi'ectfiilly 
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LLssoN* xxxni. 

(//am# irorl.) 

The Use of Capital Letters. 

CrtpiUl letters Are emploj-e«l f.»r more spsrmglj now Umi in 
jcirs pone bj This may l»e obserretl by examining any olil 
I'rinted nutter, when it will Iw eeeu that aImo<it ersry word of 
any imporUnee was capitalised, quite regardless of whether the 
word was a proper noun or not. 

Rules to mcnioneed — 

That capitals should l>e employed 
Ist. At the beginning of every sentence, as 
2'ht tffptvnttr thouUl he eUttned m order (o laiurr pood 

>rork. 

Snd. At the beginning of orery quotation forming a isotcueo, as 
*' I'raetitt make$ perfect " 

3nl. At the lieginning of every lino of i<>etrT, ns 
“ Tit rt lesion pent thnnUl Aerl, 

Trp. try, try <iy«i»ii , 

If at firtt ioH dorCl tueeeedy 
Try, try, fry " 

4lh. For proper nnmos, as 

Henry Taylor, York, Franee, Honday, January 
.•ith For adjectives derived from proi>cr namc% as 
The //nf«»A j>eoj4e 

6th. For AdjectiTca which form part of a prcqicr name, as 
The AWf Sea. 

7th For wortls denoting the Deity, as 

Snn of my loul, Thoit Sanour dear. 

It tt not ntyht tf Thou he near, 

0 may no earihJom thud arite. 

To hide Thee from Thy srrmnfV rjr* 

Sth For titles, as 

Lord Ilammertmifh, klarquU of Arran, Colonel Anoidee, 
Major Stoihy 

9tb. For degrees, as 

V.l) (Doctor ot Dtmniiy). M D (l>oetor -f Me,licint 
It. Sc IDiehtlor n*' ''Ctenee) 
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white-tailed eagU to the akylarlc and anow-hunling. The birde 
.t . 1 ' the ahetlands for the 

* • • ■ will do them any good, 

gist' IS on their tract 
• ■ he rock-pipit and the 

wheat-ear, the dunlin and the sandpiper are alike in dinger. 
So is the woodcock itaeif, for nothing is sacred to this poacher 
with the greek name, all the tribe of WAter-fowI which fret^uent 
those lonely islands mnstgiee up their eggs to Birmingham. 
The merganser and the puffin, the rarions gtiillcmots, and the 
great ' skua’ gull ahtch is aaid to bare f.iimd a last refuge on 
foula island, have been marked down hy thia rapacious trading 
company that pretends to the name of naturalists ; and the 
rarer the bird, the more eagerly will it be sought out, and the 
more completely will its nest he rifled.” 

E.\ERCISE 66. 

Type the following letter and estrset, carerully capitalising 
where necessary. 

n leitb Walk, 

Manchester. 

Hr. smith, 10th feb, 191P. 

I Princess street, 
edinburgh. 

Dear sir, 

replying to your fjTour in which jou adnjed us that mr 
Smith was coming to manebester to gam eipeneoce in business 
routine and in the manufacture of cotton goods, we assure you 
we shall be pleased to carry out your wishes with respect to 
bis reception, are will introduce him not only to suitable 
pwpls from « bminesi pomt "f -»». ‘’o' "> “ 

th« U. <t«r brr, m.y bo both proSUblo .nd plMunt 
' we remain, 
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Creiiit (as ia Exercise 6S), insert the folded half sheet 
ia the machine under the right-hsnd paper guide and slide np 
the left paper guide just to secure the edge of the paper, bat 
not to prevent the typing from commencim; close to the edge. 
Divide the heading into two fnrts, nothing them as rseorlr eqasd 
as possible without cutting » word ta two, sal conacentaag the 
part belonging to the Credit half directlr over the fold of the 
paper. Leave a blank space for the Lae dmdisg the healmg 
from the test of the DaUnce Sheet, aad proteed to type ia 
the usual war, commencing the date dose to the f jlled edge sad 
the is s. d. St Ot. 67 and TO 

Having completed the Credit side, t»ie oat the f«per tad 
make light pencil marks* on the Debit cie to ladiate the 
teapeclive pJsUions of tho Itae*. wldrb iccr: l*!sK’.t tlvee 
already typed *. for example, the first half of lae hs'-ding. the 
8ub>headings, the X a d., total, dre 

RemeTnl«r all these lines roust !•? evrj -r.th tie ecrrespoaiag 
Vines on the Cre'Vit side. 

Now reiasert the paper eo as to type m ti.s left awti'A. taj 
in such a manaer that the f-dd i< only ja< r g-.v 

hand paper guide, in order lUt lie left htlS •/ tc? ieai 
tnd fracf/y orrr the fdd and thus y/a aj, w.ta .»•.*, f . ug f 
to the tight half, which has aJmdy t/eva typm 

Adjust the paper so as to the pv-r- 
position, and type the htainr. 7i« ras 
the next pencil msrk is m tif v, v. 

When complete*!, take t.e twpe-- 
neatly in red luk. 

If the Debit eVie couta-'s ijTsrvr V. — - 

Credit, type tlut liilf first , ^ J \ ^ 
above. 

Tor long LiI»noe ru.i— 7 
me » whole r/ a vi-' <»■' 

the centre tz'. r''> cj- - '.r 'x. 

degree. 

Note. — ^'errz.tzr-.'r -„r 

72 or 70 d'-^rrs'-o. vA ~ ^ ^ . 

case the D?l>t Cit tzr.-i,z --r*:- '>■ . ■ ■ j. 

and the Cr»-Lt Vjs arr.-t. 
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THE TTPISTS' llANUAl.. 


EXERCISE 67. 

[Olars WorJ:.) 

Typo the following balance sheet, and economise space ns 
much ns possible, in order that both the Dr and Cr. sides may 
be typed between " 0 ’’ and “ 72," or “ 0 ” and ‘‘ 7-0.” 

The Dr. side should occupy the left-hand half of the scale, 
and the Cr. side the right-hand half. 


Balance Sheet, January 31st, 1918. 


Dr. Messrs. Ar.vole <fc Cores, E.veter. Cr. 


LIABILITIES. I ASSETS. 

Oct. 31. £ s. d. Oct. 31. £ s. d. 

To Trade Creditors.. .1,117 15 0 j By Trade Debtors ... .508 14 4 

""Is Payable 100 0 0 „ Bills Receivable... .50 0 0 

3ltal A/c '■ „ Stock of 

blcs 013 14 2 1 Cloth 100 0 0 

i-rnold 1,023 14 2 | silk 220 0 0 

■ Velvet 412 0 0 

; „ Bank 1,203 3 0 

„ Cash 100 0 0 

„ Fixtures 03 0 0 

„ Preliminary Ex- 
j penses 72 0 0 




Account, September 30th. 1918. 



« 
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TllK TTPISTS' HANUAI.. 


LESSON XXXV. 

{Home Work.) 

Stencilling Processes. 

Tliero are so many vnrietica of Duplicating Machines that 
it will Riiflico it we (IcFcribo one of each stylo, viz: — 

A. Fiat Frame, and 
A Hotary Apparatus. 

Diaphragm Mimeograph (Flat Frame). 

Pnr.rAiitNQ the Tti'f.\tiutp,ii. 

DiunoTioNS. — Clean the typo; raise tho paper guide rolls, 
and throw the rihhou out of gear, if tho mncliinc is equipped 
with one. 

CiiTTiNQ THU Stench,. 

Take a so! of sleiieil shoots, consi.sting of a type-protect- 
ing sliect.” wax shoot and harking shcol, ai\d slip a silk 
slioot hotwocn tho wax shoot ami flic hacking siicct. 

Hun the sot of sheets carefully into the macliinc, with tho 
Ixicking shoot towards tho cylinder. Typo with a firm touch, 
or the stencil will not ho clearly cut. Complex letters, such ns 
FT, w, M, m and g, require more force than tho simple ones, 
or tho space-bar may tio held down and tho letters struck 
twice; whereas tho I, tho fnllstop, the colon, the scmt-colon, 
tho comma, tlio hyphen and tho underscorer should be struck 
fairly lightly. 

If a mistake is made, tear away tho type-protecting shoot 
from over tho orr«r, block it out with oblitcrinc or correcting 
fluid, and, when iliy, ty])o the necessary correction. 

When the stencil is completed, check carefully before 
removing it from ilie typewriter, and sliould there bo any 
errors, eiflier block out as described or varnish on a neat 
patcli cut from an old stencil. Tliis will lio found easier 
than checking after removal, although it can bo rc-inserted 
.and the necessary concclions made should necessity arise. 

dgnin, if any letter should have failed (owing to imper- 
fect touch) to liavu penetrated the wax, apply a little 
Dovclopone. 

• H tliM U to cut with a tnachUiv fittort with ti m«l, the protcclluK 

♦•hprl lu^v ho ilUj'cn*M wuh, thr f*ct of tho tyjK» holng tiamj' with the Int 
lirevrUM tho Inuu tttlhfrlit|* W ll. 
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When duplicating circulan, the signature mav be stoti> 
cilled by placing the Btencil on the signature plate, laying 
a silk sheet over the fntt ol the stencil, and writing the 
signature upon it ^'ith a stylus 

I’LICIXQ THE STE^CIL IN THE PbISTIMJ ThaUE 

See that the hamllc uf the spiiiig on the left-hand side 
of the frame is turned over to the front of the apparatus so 
as to cause the fs.iine to open automatically I'lx a sheet 
of blotting papei on the hase-ltoard, taking care not to 
cover the four brass studs; place the stencil (ns if to road 



it) on the blotting paper, so that the foui comets coincide 
with the four studs Close the frame and secure oil!) ihc 
latch 


ItoLUNo Or Corns 

Distribute a small quantity of ink evenly over the slate 
with the roller; ink up the stencil bj passing the roller, m 


Tils TiriMS 


one direction only, several timM over the diaphragm. This 
will cause the stencil to adhere to the diaphragm and thus 
do away with the old method of clamping it. When a 
good copy appears on the blotter, remove the blotter; run 
off two or three preliminary copies on waste paper, and 
directly the impression is clear and sharp, proceed to roll off 
by inserting a sheet, passing the roller lightly over &e 
diaphragm, removing the sheet, and so on, until the requisite 
number of copies is obtained. 

An absorbent paper is preferable for stencilling, but if 
paper with a hard or calendered surface is used, the ink can 
be dried immediately by placing the copies back to back 
between the pages of a drying book, and then putting the 
l>ook in the press for two or three minutes. 

General Garb op the Mimeoqraph. 

Keep the apparatus perfectly clean, more especially the 
cloth diaphragm, otherwise the ink will not penetrate. It 
should bo cleaned with the fluid supplied for the purpose, 
and the stiperfluous moisture may be absorbed by placing 
two or three folds of newspaper on the diaphragm and 
beneath it on the base-board, and passing the roller over it. 

The spring should, of course, be thrown out of gear 
when the apparatus is not in use. 


The Roneo Duplicator. 

Pbeparino the Ttpktoiter. 

Clean the type, and should the typewriter be equipiiod with 
a- ribbon, throw it out of gear. 

Cottino the Stencil. 

Take a sheet of Koneo stencil paper* and a sheet of the 
required size of duplicating paper; place the latter upon the 

* fttcncll }taj>er is rccornmended for iiso io hot ■weather, and It may be 

hardened by placing on a tray oTer a bowl of Ico Just before use. For cold weather 
ut9 fftin stendl paj^r. 
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fonner, with the top of it to the marked headline; note the 
poution at which the first hoe of tjpewriting is to fall, and 
the number on the side scale which represents such position • 
insert the stencil in the typewriter so that the types will come 
in contact with the tissue pnolectiog sheet, and roll it in 
until the given number on the side scale reaches the tTpinc 
point. ® 

l^e with a firm, decisive touch, otherwise the stencil will 
not be cle.vrlr cut Complex letters, such ns Jf, m, IT, tr 
and ff, require to bo struck with extra force, or the space-bar 
luay be depressed and the letters alrtick twice; whereas the 
f, the full-stop, the temt-folon, the colon, the comma, the 
hyphen and the undericortr should bo struck fairly lightly 

When the stencil is completed, remove it carefully from the 
typewriter; tear off the protecting sheet, and check the 
typescript. Should any letters have fnilcd (owing to being 
too lightly struck) to hare penetrated fho wax, apply a fittle 
Developene, which will at once develop them, and if any 
errors have been made, apply a thin coat of Obliterine, and 
type the necessary correction 


Ivkino rna Ronso 

Plaoo the receiver and feed-board in position t»ea Piftte 361 ; 
fill the ink reservoir by aqueciing tlie contents of an ink lube 
into it; see that the release lover (on the right-hand side of 
the machine) is thrown backwards when not printing Ink 
the machine thus- Release the lever of the ink reiervoir, 
and cive the machine two turns forward; pull the re-icmir 
lever down, and lock it to the mainshafl. which will rnake it 
inoperative Always re-ink the machine before putting on 
a new stencil 
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A.TrAcnwa Tim Stincil. 

Lock the cylinder by the gear-lock so that the attaching 
bar is in front of the machine. Attach the atencil thus: 
Tear off the ink protector at the perforation No. 1, and put 
one edge of it under the rear clamp. Lay the stencil on tlie 
feed-board, as if to read it; with the right hand lift the 
stencil by the bottom, and with the left thread the tongue 
through the slot, placing the centre lino on the tongue to the 
centre line on the har. Hold the tongue in position Kith the 
left hand, and let the stencil gradually fall on to the ink pad, 
with the edge extending oter the ink protector. Finally, 
moisten the gummed flap and stick it on to the backing 
sheet (where marked), and tear off the backing sheet at 
perforation No. 2. 

It is desirable to lift the stencil after fastening, and 
slightly stretch it as it touches the pad, so as to avoid creases. 

nou.i.v(» orr Conas. 

Pull the release lever forward, and feed two or three sheets 
of paper through, eliding them up to the bead guide (on top 
of the rubber roller), and keeping them close to the side 
gauge on the feed-board These sheets should be fed through 
slowly, and if the tnachtne is properly inked, good copies 
should then he obtained. If insufliciently ink^, the copies 
will be indistinct, in which case give the machine one more 
turn with the ink reservoir in operation. 

^Vhenever the machine is turned, either feed through a 
sheet of paper or pu^h back the release lover, otherwise the 
impression roller will receive the impression, which will 
necessitate its being cleaned If by accident the impression 
roller should become inked, feed a few sheets of waste p.aper 
through the machine, or take it out and wash it with water 

The position of the first line on the copies can be regulated 
with the “Head-space Regulator,” but if the top lino is 
typed in the correct position, as described in paragraph 2 of 
tills lesson, it is not necessary to have recourse to this 

If glaied or hard paper is used, plicea slip sheet or blotter 
between each copy, or under each copy except in the case of 
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tho No. If) Uonoo, which is fitted witli on automatic intor- 
leaving blotter which drops n blotter on each copy. The 
blotter can, iiowover, bo dispon-sed with by using spcoinl 
paper, which absorbs tho ink and dries immediately. 


iNSOniltlNQ A Sum ATOIIB. ’^ 

Tear ofT tho protecting tissue, insert tho signature) plate 
between tho backing sheet and the stencil, and write tho 
signaluro with a tharp stylus, citlior on tho stencil or with a 
silk fiheet intorvoning. To reproduce tho signature in a 
dilTorcnt colour from the text, write the signature as above 
desoribc<l, and then place tho stencil on the desk as if to 
road, cover tho signature with a small ink pad, and hold this 
in po.sition with tlio fingers wliilo yon apply the signatiiro ink 
with a small brush, Tlien cover with ink-proof protector; 
press it gently, and tho suction of tlio ink will hold the pad 
and the protector in position, while tho stenoil is placed on 
(ho machine in tho ii.sual way. Wlion covering tlio signa- 
ture with the ini: pad and the protector, bo careful not to 
cover any of the text. 

To rc-ink, lift the steneii and apply tho signature ink to 
(lie pad . 


SnuF-mnniNa MAOiiiNn. 

Place tho receiver and tho fccd-l>oard in position, with the 
further end of the fce<1-bonrd well below the rubber impres- 
sion roller and the two Imles in tho Ixuird fitted on to tho 
studs on tho bar. 

Push back tbo release lever. Notice tliat on the left-hand 
side of tho machine there is a top gear wheel with a lever 
which fils into a slot. Tliis lover must bo pushed down into 
the slot ns far ns it will go, to operate the .self-feeding device. 
As the head guide (over rubber roller) is not required when 
tho Rnlf-fec<ler is in operation, fasten it up to the mninshnft 
by moans of tho clip. 


AlthniiRh inftliivl of r nlKnafuro a va*iI am«Mmt of trouM**, 

it Of* hrvrnp infnd cfrtjwHm tow h-? if 

•tUl (np hr tha hMfpfnny 



COMMEKOUU ' 


Intbulbatinq AttaciiuehT. 

liOwer the receiver and slip the cocoecting bar on to the 
•orew on gear vsheel (see Plate 36). Place the blotting pad 
in the tray, resting it on the rocking arms. See that the 
blotting pad is placed squarely at the end ol the trav. 

Near the impression roller will be found a projecting plate, 
irhicb can be raised or loirered as is cecessarj, in order to 
throw the copies into the blotters For thin paper it is 
advisable to raise the plate, and for thick to lower it. VThea 
quarto blotters are used, the plate can be extended by means 
of two hinged bars which are attached to it. 

Tt is advisable that the operator should tom the handle 
rather quickly, pausing slightly between each rotation ia 
order to allow a blotter to drop. 


FiXiso a New Pan. 

Force up the knobs of the pad rods, and inrert the rods 
into a new pad, pressing them into the slots. See that the 
pad is free from creases or loose threads. 


Oenkbsl Csbe. 

The stencil should be removed from the tnaehiae as avA 
as the work is finished, as if it is left on the pad for any 
length of lime the wax will adhere to the pad and preveit 
the ink from peDctratlng. To remore a steicil, flit the 
paper by running the thumb nail along the slot. 

When the machine is not in u»e, throw c5 the lever, V:rr. 
the open portion of the cyliader upwardi, s’.d « the 
cover. The frictional parts should be oiM daily 


EXEP.CISB €0 
(Cleui TTeri ) 

Cut a stencil of the following price fist sr.d strife* off s« 
many copies as desirtil. 
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EXERCtSE 70. 

Union of Lancashire and Cheshire Institntes 
Typewriting Examination Paper, 1918. 

COMMKUCIAI. CoCBSE (TifIBtt YeaK). 

'7'in< nJlairttl, one Aoitr ttn-l a kal f.) 

Ol>S»llkL lo^TKDCTin’CV 

If the rules are not attended to, the Exercise will be cancelled 




KttTe't>, awl > 


.r (tffN IJit « 7 >rM 




MofAforMiaa Ufftmi in trattflt, ru n 


1. T»p<* th* foil i«'in5 letter, p»Tm(; »peci«l Attentii'n to correct ipelline 
pun«lu>tion. puragraplimfr. ic. [15) 


.(1; "Wi''.'- 
ii.iTsai'.i i7 


CL- 

I 1 ^ a,... (L 

"“Ski;..® 

ai ^^AA A kejl t.«rf W *- 

tti4A CUA »«•«. pJlt 

— rr..^« C c« I I k [nujlj 

a. iwS hi "tli Cer^Lti^Ti 

A««a« dJL aw*>^ . 

CmI* a't 

rm>ft*«AC ttiT UA. 

t4.C*A rtjA/l llljJ 

OAtrot 'kA't^U. 

***^^*^ uj . Du 


-g' Say 

.c.«>*‘’' Ah i I 6 


.- >- ° 
O ^ f-' 


: cn "*■ \ 

• \n * 

G 5 ^ -r: 

•■5 '2 5 a 

£> ♦> rr 

I " 

i * O :i £ 

a li ~ 


" ^ ° ^ 


o s '' 

c> -• 


e : ^ 


“ J. a 

u -2 2 

•> fc- •-? 


«* rt C ' *» 

Si S o 3 sa 

w 5 :i o 

Z Q ‘L .2. fi 


2 «» 

■| 3 

S I 
5 5 
S 2“ 


Cl ^ *C O 
y fi y V « 

rt w 'O 5 

3 -S » 


=5 
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5. (q) Wb»t £Dc*riBC you u*« in ♦jpoy tli foilowin-: 

A%Uy in d»\iT*rla 2 ih^ goodi 

U»c X * b c d to rfprfifnt thumb »nA fingcru o£ right h»nd 
„ X A B C D „ .. left „ 

(ft) Diiida »* ftt the end ol k line the (ollmring words* ilsnchester, 
Jeruetlem, lulled, credited 

J/ay sll word) be dieiJed • 120] 

6. Type curefully in proper comniercikl form su inioice from the 
folloniog UDsmnged detsiU*-' 

JIe<sra. Wiliins sod Todd, 16, Oeorge St, Leeds, bought from 
Peter Thornton, Ltd., ParkgoR Works, King St, Lirerpool, on 28tli 
Kot 1817 

*1) Simple ^Vh•el sod Axle of hardwood dismeten 6 in. k l^fn. 
with steel spindle turcuog in meUl beenog*, self-eonUined on board, 
for wall mounting 10/d , (2) Differential Wheel and Axle of hard- 
wood ISla , Sin., and Sin diametere fixed on steel ipindle turning 
in pedes'a! Letringi on well finished l>oard (or wall mounting 
£2-2 -0 

Buih complete with cord and pulley 

Weights, pans, and hangers extra 

Terms, 6% cash on deliTery 


115 ] 



♦'•iMvrnaAi- 
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6. Correct, [.ui.-toile, .up;.!, rapital*. M rut. ua<\ crefuUy tte 
following:— jjQj 

U/.,« 

Aw-' «• 9 r^r^ 


Um»- 

iCt'^ .A (*4 C.{^ 1 fit) < 0 .-f^ cy 

/^i^TaC *»iai a»?i C<C •x/’ litJ-tJ. — , ..,/» </— ( / 

's,.^_/ {* ^•**H'y**i 

~ *■ , Ctri^Zt Tt^Ha n f<4J 

tL Cj.v^ 4 H//'* 

4 ^.. w? %0 uU 

fr .u B ** C<(r>» t»f, C«t%Cv£«/.<v» 

U£ji i*MatZ^ w b'., 

.ite«tf»%«Tr-*. /;r pr^ 

w*» «u ^ ^ 0 . f 4 (ii '^2 

f'J-i ^Vta/C)^ •— ep«l //| -yi,/.*! — I 

^ - - ij £>*«-< ».m 4 

1 < 1 --^ ^ . 0 ^ C e.^t 

•wi*,« 1.4 tllrwr-* •»* 

U rriuTt i.n.0. ZtT^^yM* ZAA^Uti '.«-t-«wXCl.. t*o 

*■ 4 Oa*« Ui f'—i'ftm I'' •— Ua I< 1 |\ 

iiua^Caf • 8 ,"«»>a»Ji 4 eijj., 






^K. €••-» 


-, 1 ' f**' 


6. (a) ExpU’n tl.e proc<« »’f i!upUc»tisS • letter 
(A) U hat tio you know of eitber- 
(1) A ululitor, or 

(2’ A machine for aJJing an«l .uhtrarfiiig 



I 111; •|1l’l^l^‘ M.t.NTAI.. 


7. Tjpi’ Urn {oliowisi}; in jn'iii.t'C fo'iii - 

(n) ColnmfK'ml Oongr/'p'-y )>j RG.N. ramilli M, A. I’cnff'i'or of 
I'icoiiiiuilc Bcioiico 111 Hrinvn Cnllcf;'! l''nv.’iitoii. IiOiuloii 
Murtiiiilnn h Cn, l.tA., Ki’v.' Vnik, tlie Mnuiniilnn Co. 

(4) 'rill! Knnl l.tinioii liimUiiiK f’n., l.t'l., Ciijiktil Jtlf,00n,000 (liviiloil 
iiilii .'iO 000 Orillimry Klmnn nf £20 inch, iitid 00,000 Kivc 
jnT Out, Cutiiuliitivn t’lftfci'ciii'ii Bhiii'cn of £‘20 I'licli. Klrut 
Innii! i'1,000,000, '20,000 OriHiiii'}' nlmirn of £‘20 cKcli lit, piiC 
iinil ‘2fi,000 Ciniiulitiivi' I'lcfi'iciicc Hlnicn of £20 cneli nt 
, £2 iirctuliini, [15] 

8. 'I'ypc nil Invoii'i) In jii oiicr form from llin follov/iii); jmrticuliiiH i- - 

Dal/’. ilOih Knv. lOlJ. 

JIuj'ofii ■.“Miirilonh and (lr<!''ii, 21, lUduv.ny Bt., MiMn;li<'Ht<!i', 

Hi'Ih'ra .Iniiiri fc Jjnd', '2(l, Mona I'lacr, Ij'voi'pool. 

15 yiln. velvet («. 0/ . 2;t ~ 10 — 0, f! ydn. llmdtoii l.ne.o f«i V/!l, 

£2 — 35 — 0, '20 yda, Irieh I’<>|»lln f<e 5/1), £5 — 10 — 0, 110 yd". 

Hlaek Hill: fn 4/0, £" 2- • 0, 12 jiidtn lilnch Idd fihiven (ti’i 2/0, 

£1 - III —0, 0 jire. tan kid i;1<>''m uI. '2/0, 15/~, 12 Bpcoiiil 

lelvet liidah (». ii/O, £2 - 5 0. 'r»tid A‘2< — • 11 --0. 

I/’sa 5% dlaeiiiinl. 

B. .2 0 M. 


flOl 



APPKNDIX. 


The Typists’ Referee. 

I'^omniercul nii<) other \hbrcvMttotjs. 

hilKt fallomnijliil " L" t'anJt for La'%n, '* Pr" for Fuitclt, " /» ’ for 
Italian, " Sp " for SfiaouK and ''Or" for Urttl. 

A. or Ana. ... Anawer. 

ocre>s 

A1 lirtt citai 

a. or SS. (L. Ana) a )ik« qiiantit; of each 

A.D. (L Artiiim nnccaUti- 

reiia) ..... Dtcbeloref Arti 

abbr. nbl>romtion. 

Abji. Arclilnihop. 

A.C. (L. ante Chriatiim) . Ikroro Chrnt. 

n/c or fleet accomit 

Bcc/c or A/C aceount current. 

flccompy . ACConi|<an} 

flcknea. . oclinowJe<l(:C'J 

a/d after ditc 

A.D. (L. Anno Doniint) ..Id the year of niir l.<iril 

A.D.C Ai'lo.ile-c.aDij' 

fldjd mijotiniwi 

fldjuu. . . iKijudicatioii 

Ad III), or ad libit. (U ad 

JJbltnjn) .. . , At /dewnre 

Ad int (L. adintcrim)' . In tho mc.inwhile 

ndiiltn Biliilteration 

ttdrt fldrertuemenf- 

ad ral. (L. ad valorem) ace 

a/r according to raliie 

vEt (L. rctatis) aged. 

a.gb. a good braml nnT irooi hrsii J 





tS'"""'’ 

;;;;::; 

■••• 

«'S{,' tvntvo') •‘- , ••••■■ 

...••■•-■■ anc'*-^''- 



ft"®- ■■■ f 

a"""- " • .„^tO^^■• 

.\vatc^- 

.... 

..■•■ aTC^"^*^ n\ 

^••■• 

...- .art'^®’ •ao^a\ 

.. .■ ot ^ ^ 

■■; , ■^■■■;:;:::::Z- >^^ ^ 



••■■" . .■•■•■■■' 


c\. ••• •' , 

i,. ft'V"^^' 


l.k- 




or 

tc. 


MIl'tilN. 


Jissnt. 

assipDisoDt 

nsst. 

aiststant 

tuthj. . . 

. authority. 

A.V 

Authoris’d Version; Artillerv 
Volunteers. 

A/v (L. ad ralorenij 

Ac(K>nIiiiK to value. 

Ave 

.Vvoniie. 

Avoir. 

Aroirdttpois. 

b 

bom. 

B/- 

B A. (L. liiiccalaureus 

.Bdps of ; bales of. 

Artium) 

Richelor of Arts, 

Bick, . 

Rickuardittmn (Stock Kiehaupe). 

Bal 

miaiice. 

Bart, or Bt . . 

. Rironet, 

B/BorB.B. . 

Bill Book 

BC 

.Before Chnst. 

B.C.L . . 

.Richelor of Cinl Law, 

B D 

. Richelor of Divinity. 

ED 

Rif draft (Kreipht term). 

Bi 

Bound , Rnni 

J5d«. ... 

Itoiind III Boards. 

Bd.i. 

Both <l.iy8 inclusive 

B/E 

Bill of Escliaiipe 

B F or B, f 

Brouplit forward 

RH.B. 

Drake iiorse I’i>wer 

Bit. ... 

Book, Bank 

Bk/c. 

Bank Cre<lil 

Bkcy. * 

Rinkni()tcy 

BL. 

B.ichelor of laws 

B/L . 

Hill I'f Ladinp. 

Bldps, 

Buildinxrs 

Bis. or B/s 

Bales. 

Bly. 

.Rirlev 

BJ^. .. 

Rank Note. 

b/o .. 

JJfooplH overlB'-ik-keff ne term). 

R ofE. 

Rank of KnphDii 


Itoani of Trade 

B/r 

Bills Pajabla 

B r B 

Bmk Post Rill 
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B/R Bills Rocdivablo. 

B/S Bill of Siilo. 

B.S Balance Slseet. 

B.Sc Bachelor of Science. 

Bsh Bushel. 

B. S.L Botanical Society of Loudon. 

b. t berth terms (Freight term). 

Bx Box. 

Bxb. Boxes. 

C/- Case. Example: — C/- No. 200. 

c/- coupon. 

c ceut-s; centiniC'Sj centur}' j cubic, 

C. Cent'gmde. 

G.A Chanetvd Accountants. 

C/A Capital Account (Book-keeping 

tenn). 

cunclg. cancelling. 

Cap. (L. caput) Chapter. 

cap capital. 

caps capitals. 

C.B Companion of the Bath. 

C/B or C.B Cash Book. 

C.C County Council. 

c. cin. or C.C cuhic ceutime<re-s. 

c/d carried down (Book-keeping term) 

cent, (L. oontiun) A hundred. 

<!.E Civil Eujimeer. 

C.F Carried forward, 

0. and F Cost and freiglit 

c.f. or c.ft cubic foot; cubic feet. 

Cf. (L. Confer) Compare, 

e.f.i cost, freight and insuranco. 

C-f-o Cork (or Channel) for order.s 

(Freight term). 

Cgo. pd Curriago paid. 

Cge, fwd Carriage forward. 

Clearing House; Counting House; 

Custom House. 

Ch. fwd Charges forward. 

Ch. ppd Charges prepaid. 



cx 

1—; 

C>.«i Irui.. 

Cit. Cos;:*!-*) . 

. .C..T-*rx 

!*jf. (Fr. Corcj^rsif'V. . 

. .C-.S.'«ST. 

cLf. 

-CT*^ nr-rrtTir* i.r i .'••'■•rt.w 

e.’.f. trir. 

*"V)t ui.. 

c.!Ce 

— >*t. is‘rrvnv, irt 

CI.K.W. r.po 

C4.‘t I-c r.i.s ’Tir-- ?.*»' 

ci. 




a>L 

. C<r^.5r*rr*i 

aM 

Ocmn.-a Nfrtrr. 

GiL(UChirorj*M*^n': 

:<'rVXti«vro?-.rrrr 

C/a 

. t'rrii.t 

c/e 

car? cf . .'rf 

C/0 

Cash 

Co. or Cor. .. . 

. Oo-njnnr. 

Co. 

Xonr.tT 

C.O.D. . . 

Cx«h cn rvU'Oi \ 

CoL ... 


ColL 


Com.... 

Comni-»n«lcr . I’omniivforr , ri'«M 

Con. (L. ContriJ 

mtHcr 

V^unst 

Con. cr. . . • 

.Co'.tm Crolii 

Contra. 

.G>iitnicti*<l . 1 'oiitmi-tloii 

C"lia;;t. . .. 

CnllMinniiriit 

Coil", atk. 

Coii<i'>1i<U(rii itiii k 

C*tr. Mtm 

C'lrrc'jxiii'liii;: Mrtnlirt 

Cor. Stc. . 

C^rTcai^mclin^j S«*i;rtf <rT 

G or M if C. . . 

ChMterc‘l or 

ap. 

(IniT-ratirf* trrnw 

P’.wrr ; CN*rfer 

(L, 

.. .G.mpare 

C.pd. 

.... Cbarterera f« 7 du*»(Freif(yil t^rm'’ 


. .Crc-dit , cruhli/r. 

c S 

Cott.>n 

GT 

Certlf'*\>»i T^V.i.rf 

rt. /L 

.A 



•tiU' 


„ ntvu\ to 

.cixtWvg®- , coWO'"'^'" S\uvTest>J 

o? Stoc\^ to 

"1 tv^'^y '‘"I 

ire credit <.o,,trtvct 

So to-^C ttie Sroc^ 

"ixr 


Cvitt. aod«t-'°’^ 

■ Curtewy- „Aetot\'e 

. ^ *■'!'■ ”? 

;;:::: 



■■::::.’i^^...— 

DIB ot t> ■ .■■.■...De\i^- ugmniog- 

D.B>^-- ftorot^e^^^ft. 

BBt- ■(Vt DtvC'iV'’’ ■■■■■ of 

p.D. -Dotic^tiito- 

Sb.otB«^'t. ;\V.:.;V.'.''------S'c. rat iif‘ 

Beg- -DoVuvii^'t) 


Arr»pix. 


Del 

Del. (L Dele) also written 


< 1 / 


del cred. (It. Del Credere) . 


deld. ordd. . 

delj 

deljr. and ro-dclj 
Dept, or Dep. . 
D.U. (L Dei (Jratia) 
dia. or diam. . . . 

dis. .. 

Dir. 

Died 
dks. 

D.Lit 
D.L. 
d.l.o. . 

D.L.0 . . 

D.M 

D/n 

D/0 

Da (It dit(o) . 
Dols . .. . 

D/P 

tip. 

D.R. ... 


Dr. . 

Drm. 

d/8 

D.V. (L Deo Tolente).. 

D.W. 

d.w. .. 
dwt .. . 


Delegate. 

Delete, omit 

A guarantee on the part cf a 
comniisiion agent of the *ol. 
Tency of a pua-haser. 
(lelirered 
deliserj 

.delirerj and redelirery. 
(>epartfneDt. 

.By the grace of God. 
diauieter. 
discount 
DiTieion. 

Ihridend 

docks. 

Doctor of Literature. 

Deputy Lieutenant 
dispatch loading only (Freight 
teraj) 

..Dead Letter Oniee. 

.Doctor of Music. 

Debit note. 

Delivery Order 
The eamc 
. Dollars. 

..D'-ciiments against Payment 
. direct port {Freight term). 

Double Refraction (Mining term). 
Deposit Receipt (Ranking 
term). 

Doctor, debtor. 

.Drachm (weight), 
days after eight 
U(^ willing. 

Dock Warrant (Freight term) 
dead weight (Freight term), 
ivnnywcight (d fur <fen»riu« 

Irtnnjl 





...li'''®'' -Rdit'on. 

V" Vvi-ciiteA* 

V.tror^*-' 


C‘:'td^ion. 



•• 

■ ■)V\ •o'co'^’'® -CS 

’ .R«oy 

• ■•• RtrorB;-^"i°,tc. 


■■■v.nc\o»"’^“'^{\a. . pxccptc'^- 

■\.Rncyc\oV ^j^vsavotts 
■ 



<J- ^■■ 

■^—.wniio- 


^'^'• 

^c\ 


,vitUO«^ V-' • 

... cxftn""®^’ 

rittcn^''- •• . . 

contract'O^')- 

■■■■■■.■■■■ - ■■ :.■■>« 

•• _ f o^v'’ 

"' ' ... ^^olsoftp- „^d v 

.:.U 4*. 

r'pi'^ro*'®"'’;;:.:.^ W >*; jona»a'„ ■ 

''■ i,m ■'•" 'rs®'“' 


fr. 
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F.G.F. 


F.G.M. 


Fi. . 


F.T.A. . 

Fig. (L figum) 

fo. or fol 
F.O 



f.o r. . . 

r.o.t. . 

f,o.w. 

fp or fcap 

V.V 

f.p.a 

Fr. 

fr. . . . 

firs 

frt 

F.S.A.A. . . . 


ft. . 

f.t 

Fwd 



O.I>.o . .. 

O.C.M 

OA 


..Fair, fair (au offieinl cUnifi 
cati'iD of cotioQ, as recoffniseA 
bj the LiTcrpo-il Cottou 
Aesoclation), 

..Fair, good middling (tn ofBcial 
cI.^<t8ific.Uinn of cotton, as 
rccognis*-!! by the Lirerpool 
Cotton Association). 

Fine (an oflicKl cLusificatiou of 
cotton, as recognlswl by the 
Lirerpool Cotton Association). 
Full interest ailmifted (Insurance 
term). 

Figure. 

...folio. 

Foreign Office , Firm Offer. 
•Foreign Orerebarge. 
free on board 
.. fiee on rail. 

. free on trucks. 

. freo on wharf; first open water 
(Freight terms) 
foolscap. 

Fire Ping. 

free of partieiihr average. 

Fair (nn official classification of 
cotton). 

frame (Engineering term). 

.frames (Eiigineyring term). 

. frcuht 

Fellow of tho Sos'cty of In- 
corponited Accountants and 
Auditors. 

.foot, feet. 

..full terms (Freight term) 
...Forward 
General average 
galloii-s. 

„ GalTanised. 

. Goods in bad order 
Greate>t Common .'I**tsure. 

Go.)d (an official duii&caVwn of 



Geoot^V 
Gooii oJ 
** ^«\t\C{V^* .. (tvV' . 


••■‘GoS. ''’?^j,”?coUotvV 

ca.t'0^ 



• (.riv'n®- 

■•■■ 




bivvo a 






\d CBtV" 


e-;;VVncog«'^”i- , 

ra \ 

„\tatoW) •• 


•“’ House- Qo^ntflons- 

'SoS Y®;®;; ,^onUua\- 

• Hotbo V° ^ciue®®^^ 

T'bo saToe- 



••:;:::.-;SJ^;upa.. 
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lit hm. (U lo limine). 

Ill loc. (U 111 loco) 

IBS. or insce . 
lust .... 

In. alk 

int .... . .. 

Iij tmiis (L. Ill crniisitii) 
inv 


i q (L I'lem i]no>) > 

l.RO .. 

ItaL 

J/aor J/A 

l.V 

Jun. or Jimr 
Kilo 

Kilos 

lb. (L libra) 

I*C, or L/C . 

I.C. (L. loro citato; 


LC.M. 

Li... 

Idfr - . .. 
lAp. 
L.I/.A H 


lit). (L. hber) 
UI.P 

UM ... . 
'*.M 



■cs. 


..At tbe outast 
..In the . 

.in*uraoce. / 

.insUitt (the cmrcnl uionth). 
.fnscnbea atocV. 

..iiiiemt 
..la transit 
mT*.ice. 

Ina]>cctmg onler 
.1 owe jou. 
the same as 
Inlanil Itercmie Ot^ce. 

(lahes 

Joint .\ccoatit 
Justice of the P#sc« 

Jauior. 

Kilogram ise. 

Ktlo>:nmiDev 
. a i^iuoJ {»eipbt>, 
liCtUr of cre-lit 

..in the (ilice c>tc<J, lawrr ease 
(Pfinter’a term) 

Least Common Multiple. 

. Lenl. 

loadioc (Kirijjbl Irna) 

Lordahi|i. 

l.oii<I«>n, IloH. Aolwerji or K.<tter. 

dam (Freight term). 
b<x>k. 

.Life losiirance Policr. 

•Loup Metre. 

Jx>w, mijdlioff (an <'ffin#l claisifi. 
ouon of cottoo) 

..sprats. 

..Lord Proiost (tcotland) 

. letters. 


8. d, (1* libnr, solidi, 

. I'oundi .hillcw .u i |.o' 
trt ... . .Liimted. 

. or Mons (Fr Monsieur) .Mr.; Sir, 
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M. (Fr. millo) A thousand (also writtan thus 

jm, e,g., 30/m o 30,000 ; 40/ni 
= 40,000). 

M.A. (L. Artium Mngister)... Master of Arts. 

max maximum, 

M.C Master of Ceremonies. 

m/c metallic currency. 

M.D. (L. Mediciluc Doctor)... Doctor of Medicine. 

in/d months after date. 

mdse...- merchandise. 

Mdlle. or Milo. (Fr. 

Mademoiselle) Miss. 

M.E. Mining Engineer; Mechanical 

Engineer. 

Mod) Mechanics. 

Mem. or memo Memorandum. 

Mem. (L. memento) Remember. 

mease roeasunge. 

Mes3r8.(Fr. Mesaieurs) Sirs ; Uentlemen. 

mfg manufacturing. 

mfr. manufacturer. 

min minimum ; miinite. 

mini mineral. 

M.I.P Marine Insurance Policy, 

mks marks. 

MM. (Fr. Messieurs) Gentlemen; Sirs. 

M.M Mercantile Marine. 

mni millimetrc-s. 

m/m made merchantable. 

M.M.A Merchandise Marks Act. 

Mmo. (Fr. Madame) Madam. 

mo month. 

Mons.orM. (Fr. Monsieur). ,Mr. ; Sir. 

mos months. 

moy money. 

M.P Member of Parliameut, 

Mate’s receipt ; Midland Railway. 

M.S. (L. meraoricc sacrum). ..Sacred to the memory of. 

m/s months after sight. 

MS Manuscript, 



AffEXOlX. 


iLSA, 

M'^ 

Mus. B. 

Mui. D 

N.A. 

(I* nota b«ne) 

N/C 

K/C Or any . 

Keen. con. (L nernine 

contnidiccnla) 

Sem- dia. (L. nemiue 
disientienta) . . 

nett .. . . 

oil 

n 1. (L. noo liqmt) 

Nig 

N.lf. 

No. (Fr. uumero) .. . 

Nod. 

a/o 

non obst (i>. tioQ obstautc) . 
Qou pros. (L. non pfoaec^nituf). 
noDBeq (Lnonseqijitur) 


00 red. B/cb. 


.Merchant Shippinj Act, 
.Mitnuflcripti. 

.Bachelor of Music. 

.Doctor of Music 
.No advjce. 

.Mark vaU or take note. 

Ne» Ch.'vrter. 

Near Charter or any aireet port 
(Freight terra) 

So one contradirf Jno 

No oD« dissenting. 

.wltlioiitdeduction 

.nothing 

,.it app>rtir» not 

..NodiiW 

.No mark; set marked 
Number. 

.Numbered. 

.no order (Banking terraj, 
.notaiibsUndisg. 

..he does not pursue or prosecute. 
..It does not follov (as a couse* 
quence). 

.no Tediu;uon Brutal Channel 
(Freight term). 

.Numbers 

.no Time Policy (Insurance term) 
.New paragraph ; Notary Publtc. 
..Not reedy (I'nater’i term) 

..Near. 

..nett rejpster. 

.not enficisnt (Banking term). 

.Ne* Style. 

.,o(; nought ; order. 
,„TotheoTderor,<c..‘'0/PafIiins Jr 
Bon," means “To the order vf 
Parkltt-'iSon.'’ Italwf'gaiSes 
Order No , <-« ,0 'fil PT - Order 
No C\9T. 
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Tin: typists’ 5Iakuai« 


ojn on ncoount of. 

Ob. (L. obiit) I>iorl. 

o/o overcharge. 

0/C .Open Clmrtor (Freight term). 

o/d ontlommid ; overdraft.; overdrawn. 

O.H.M.S On llis Majesty’s Serrico. 

O.K All correct. 

O/o Order of 

O.r Ont of print (Frintor'a term). 

O.K Onicial llocoivor. 

oi‘. ors. other; othora. 

orwine othorwiso. 

O. S. Ont of Block (Printer’s term), 

o/« outstanding ; old stylo. 

or,, or 5 ounce-s. 

!' pnKO (pp. pages) ; per. 

p. pole-s. 

r/A Private Acoetiiit (Book-kcopiiig 

term). * 

jt.n. orpernnn. (lj,i)orannnn>).hy the year, 
par paragraph. 

P. C I’rivy Conncil ; Privy Oonnoillor ; 

Police Constable. 

p.c by the hundred ; post card ; potty 

cash. 


P/C Prices current 

P.C.n Petty Cash Book. 

pel parcel. 

pCH ))icec8. 

pd paid. 

per pro., p. pro., p.p per procuration (by power of 

attorney). 

pfgo pfennigo. 

Piiix. or Pit (L. pioxit) lie or she painted it. 

Pk peck (wicnsuro). 

Pkg packing. 

Pkgs packages. 

P. A' i Profit and tioss, 

A Passengers' Luggage in Advance. 

p.ni. (L. post nioridiem) afternoon. 

P.M Postmaster. 



Ai>rs^oix. 
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P.XLO. 

P.N. ... 

..Postmaster General. 

Promisaorj Note. 

P.O. ... 

..Post OCBce ; Postal Order. 

P.O.B. 


P.OO. 

..Post Office Order. 

pop. ... 

...populatioQ. 

P P 

..post paid; picked ports (Freight 


term). 

p.p. 


P.P.C. (Fr. pour prendre 


coag<) 

...To t&Ve leave. 

p.p i 

..policy proof of interest (Insurance 


term). 

pp' 

..prompt loading (Freight term). 

pr. 

..pair; price. 

prem 

..premium. 

pro tern. (L. pro tempore).... 

..for the time. 

prox, (L. proximo) 

..in the next (month 


understood). 

P.S. (L post ecriptum) 

..Postscript 

pp- 

..pint (roensure). 

P.T.O 

..Pleaso turn over. 

P.V. (Fr. potito vitesse).... 

..Goods trail). 



Q. (Ia aqua),........,......... 

..water. 

q.d. (L. quasi dicat) 

..as if he should say 

q e. (L. quod est) 

..which ia 

q.ad. (L. quml erat 

demoDstraudum) 

..which was to be demonstrated. 

q.e.f. (L. quod erat 


faciendum) 

which was to bo done. 

q.e.1. (L. quod erat in- 


TeuUndum) 

.which was to bo found out. 

q.L (L. quantum libot) 

.aa much as you please. 



quality. 





q.a. (L. quantum aufficit) a aufficient quantitjr 

Q.S. Quarter Sessions 

qU quart, 





Viii® 

(U I • 

l \h. Teo'?®\- 


tv 


plStS 




lUnS » ^ 



— ■ " 


R.O. •••• 
B,|0 •••■ 

-ra. •• 

■[>v.t)C- 


B-P- 




1 use 

■■ 


eets- 




tccA- ••• 
rect- 0^ 
rcgA. 


tot- 


'.teccvveA- 

■■"’.'.rcco'?^ , 

-Retv^®^®^- 


te 


itfl') 


ccfe“;- r Wt it' 

^1;V.'.----Vesoat'tvVttceV_-^^ 

.". 

■ ■ - ■R. V'i- • ■ ■ ■ ^ oRf 


\t.V- 

r-P- 

R.lt 

Rt. 


ot 


Hon. 


• ••• oub Office 


' Raffv.'ay 


Rt.^^^• 

H-SO; 




Revo' 


loAci 


„„15 it , 

• - wntc^’ .-•jcaitetfl'^ > 


R.^- 

t P 

S.B 
So. 
ScffA 
sd... 

Sp 


BoV'd') ••• 

or 'sct^ P- 


joiffcet)- 


-to 

.’.Sea Jeotlon. 

— Secoe'.av5 ’ 


‘Ttytix. 


*®q- (L. 8eqii9utea’“of 

SfHjnentia) 

S.G. (L aaliitii gratw) 


•••■ectjritj. 


"K 

Spd 

Sgr. (It SignoM 
«n. nr shr 

SN. .. ■ - 

SO. . 

Solr. ... 

Sp.d 

spdk .... 


S-'ij S.S, or S/S 

St. ‘ ' 

Stat ,. 

StJ V 

St«r. or Ste 
Stk. .... .. 

Str 

Sobs. cap.... 

f'P? 

Sarr. Gea . ... 
^ •abriy-^; 

S.W.G. .... 


..tho followJnjj, 

form). ('n«uf8t.c« 

•’ 

Mr.; Sir, 

duris 

• •...Shif.pJntr Ni-fe 
-Sub g/Km. 

• • -Sol-ciUir, 

.. .iu.r. It,,,). 

fcVi 

.. SUaffjblp 

-.Staakri 

tr 

..-Sy/rfc 

• -’’y, 


— it’r^Zirrt 

— TeiaiaZ. 


TllK TYrlSTs’ HANUAt,. 


2ri0 

j the; also denotes to when used 

botweon figures, e.ff., G/8 
weeks ~ 6 to 8 weeks, 

'P.O Turn over. 

tonn tonnage. 

tons registered. 

tr. tnansposo. 

T. t’s Telegraphic transfers. 

U/a .r- ■ t. 

U. C. • .1 • ■ term). 

U.D.C Urban District Council. 

U.K.f.o United Kingdom fororders(I;'roiglit 

term). 

U. K.H.A.D United Kingdom, Havre, Antwerp 

or Dunkirk. 

ult. (L. ultimo) in the last (month understood). 

u. s, (L. ut supra) ns above. 

U/W Underwriter. 

V. (L. vide) see. 

V. (L. versus) against. 

v volt (Electrical term). 

v. g. (L. vorhi gratia) see o.g. ..for example, 

viz. (L. videlicet) namely. 

vol volume. 

w with (Printer’s contraction). 

W. B. Warehouse Book; Way Bill; 

Water Ballast. 

W.C. England West Const England. 

W/E Week ending. 

w. f. .wrong fount (Printer’s term). 

W.I. also Wrot. I Wrought Iron. 

wk week. 

w. r, to which refer. 

wrt wrought. 

wt weight. 

W.W .Waste Water ; Warehouse War- 

rant. 

x. cp. or x/op without coupon. 

x.d, or x/d without dividend. 

i.in. or i/iu without interest. 





Xd. . 
Xd Nls 
XU 

Y/A a 
Yd 

yr 

rra 


2M 

ExatBi/}^ 

..Cryaullit^'l doIuIm (Sffn{i»« term). 
•Ciyatftl (Million term). 
York/Aotverp Hales (tnsunaee 
tfrm) 

.Vanl.* 
jfour; jear. 
yean 


Termioations. 

ca (written nltore the line) wjitila tormmalion "anee’' fir 
“ ence " aa attend** (atteacJsnco). 

g {written al»F8 the line) e<}iii!i tcrmiuatiou "ms" as eon;' 
(copying). 

mt {written ahore the Ime) eijnih termimtiorj '‘ment" a« 
endorse*' (ondoreemeat). 

» (written olioTe the lioo) e<iusle termioation “ lion " “ eion ’’ ^ 
or “ ion " na Mtisfac* (Mtisfaction). 

r (wnfteu shore the /me) equ-r/s Urminiihii "eref" a* 
which' (whicherer) 


Abbreviations for Towns, Counties, States; && 


AKorAl . . 

Arit .. .. 

Ark .... 

ac. . 

Beda . .. • 

Berka 

B I 

Backa 

B'hani or B;'ni 
B’bead. .... 

CaL 

Cam or Cash . 

Catnbs • 

Caat'b. (L-CsoUbrieietisj) 
t^Dtoar, L Caotusris) 


...Alslaina (U.S.A.) 
..Amniis (U.S.A ). 
..Ark-soxii (U.S A.). 
..British Columbia 
.Bedfordshire 
..Heriihrra 
...British India 
. .Bncking’bamshtre. 
..ISminghani. 
...Birkenbead. 
..CaWortU (UJS a.). 
...Cambridge. 
...Cambridgeahire 
...OfCaabridg# 
....CaBterhiuy. 
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C.E Canada Eaat. 

C.I Cfmiinel I'lands. 

Colo Colorado (U.S.A.). 

Conn, or Ct Conneotiout (U.S.A.). 

Corn Cornwall, 

C.W Canada West. 

Del Delaware (U.S.A.) 

Den Denmark. 

Dub Dublin. 

Ebor. (L Eboraoum) York. 

Edin Edinburgh. 

E.I East India or East Indioa. 

Eng England, 

Exon. (L. Exonia) Exeter. 

Fa or Flor Florida fU S. A.). 

’Frisco S.an Francisco {California}. 

G.B Grt-at Britain. 

G.B. and I Great Britain and Ireland. 

Ga. or Geo Georgia (U.S.A.). 

Hants Hampshire. 

Herts Hertfordshire. 

la. or Ind Indiana (U.S.A.). 

Ice! Iceland. 

Ill Illinois (U.S.A.). 

Ind India. 

I.T Indian Territory (U.S.A.). 

I. W Isle of Wight. 

lo Iowa (U.S.A.). 

Kan. or Ks Kansas (U.S.A,). 

Ky. or Ken Kentucky (U.S.A.) 

Ij.G Lower Canada. 

La, or Lou Louisiana (U.S.A.). 

Lon. or Loud London. 

L’pool Liverpool. 

Mass Massachusetts (U.S.A.). 

M.'o or M’ciioster Manchester. 

Md Maryland (U.S.A.). 

Me Maine (U S.A.). 

Mich Michigan (U.S.A.), 

Minn, or Ma Minnesota (U.S.A.). 
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Ml*?, or Ml*. 

. . ..Mi*sii?ippi (U.S A.). 

Mo. 

. Missouri {U.S.A.). 

Mont 

Mootaw* (II.S.A.). 

N.A. . 

North Amt'ric*. 

XB. 

New Brmuwick .North 

Dntaia 

N/c 

Newcastle. 

KC 

North CftMlma (U.S.A ). 

N.n 

North Dakota (USA) 

Neh 

Nehraika (V.S.A } 

Netli 

Netberlandt. 

Ker 

Nerii.lft (USA). 

NF. 

Newfoundland. 

N If. 

New Hampshire (U.S..\ i. 

N J. 

.New Jer*?j (U.S.A.) 

XM . 

.. New Mexico (U.S A.X 

Korthiinta 

.Nortbamptooshre 

KorthumK 

..NorthumWrland. 

Notts 

. Nottiiichamshire 

N.S. 

Kora Scotiik 

N.S.W. 

New Sooth Wales (Australia). 

NT. . 

.Nerada Territory (U.S A.). 

N.W.T 

North West Temtorr (('ansdaj. 

NV. . 

Now york(CfS.i) ’ 

N.Z 

New Zealand 

0. . .. 

tlfiio (USA). 

Ore. or Or . 

Oreffon (U S.A.). 

Oxoii. (li. Oionm) 

Oiford. 

Tft or Fenn 

l*eiiii8y)Taiiia (U.S A) 

n.i 

ICIiodo Island (USA). 

S A. 

South Amencs . South Africa. 

SrIojv 

SLropslure. 

S.C. 

S'uth Carolina (U S.A >. 

S D. 

South Dakota (U.S-\.) 

Teiui. or Ten 

Tennessee (U b..A ) 

Tei 

Texas (U.f'.A.) 

U.C, 

Upper Canada. 

Oh. 

. Ulah(US.A.) 

U.K. 

.Uutted Kingdom. 

u’.s.' 

. United State* 
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U.S.A United States of America. 

U.T Utah Territory (U.S.A.). 

Va Virginia (U.S.A.). 

Vt Vermont (U.S.A.). 

Wash Washington (U.S.A.). 

W.I West Indies or West India. 

Wia Wisconsin (U.S.A.). 

W.Va West Virginia (U.S.A.). 

Wyo Wyoming (U.S.A.). 


Foreign Words and Abbreviations, 

Sgr Signor (Italian) Mr. or Sir, 

Sres Senores (Spanish) Messrs, or Sirs. 

Herrn ...Dative case of Herr (German) Mr. or Sir. 

Used in addressing an envelope and 
often preceded by "an” (to) e.g. 

An Herm Bismarck To Mr. Bismarc 

Herren. . .(German) Messrs, or Sirs. 

et (French) and, 

y (Spanish) and. 

Cia (Spanish = Compafiia) Company. 

Cio (French Compagnie) Company. 

Example 

Seiiores Cervantes y Cia. 

(Messrs. Cervantes k Co. ). 


/ 

0 

? 


Miscellaneous Signs, &c. 

...pound or poimds (eterUng). 

...dollar or dollars. 

.cent or cents (see c. under General 
Abbreviations). 

...rupee. 

...shilling, shillings. 

...case. 

...at. 

...per, by. 



ArrKM»2. 


ihare*. 

% per cent 

7n I'cr tlioiMiml. 

ii ntnpertitit'l. 

ite. (L ct extern}., anrt ro on 

S immter; 1 mm *f.ac« «iii|ior»). 

S "Mt*onnnrk<tt!ii<jiiiic<lt/jrffrrtof..f,tfiote«). 

I'lrnKmpli iwe/l to nfiT to fiK.tnote*). 

J or [ , pnraKrj.|.li. 

^ . .. detete 

oO or / trnnspoie 

. .. <lotB under n vofil which hw li"cn »(>*««•<{ 

out indicate ihnt tijch word {• lo !•> 
rend n« if it had tt'J lieojj eroded oijf, 
■nnd litre the name il;'njfjr«iieK «« the 
l.atiii word $M (let it lUiid} 

' . .. Tuot, feet, minute, iniiiutri 

' inch, lochet; nceon/J, leeorj'N 

JL. degree, degre*«. 

Htoord* . <|unrto 

8ro or 8* . . octnro. 

i2moofl2* .duod'Otto 
l6ffioor16* rectodectso. 

There are other eigov *-*3 ftf cxispJe «i Jtno (ri^'esmo- 
ijuarto) , 32tno (tng»f='>*fr:r.dt} ; 

A'g, but the«e signs are c-'t r/ freijoett an I wh»r. 

employed are termed, t»ent» fi'ir-co, t.h'rtT iwo-i'/i, thirt/.*if 
rro, instead of being knowo hr the;? Lat..-: rj.'S't, 

Uedical Sigzs. 

aA nr i (L. ana}...t like iji*-;!.:/'? m-~ 

H 1 1* reape) ...take. 


Apottecarisi' Weiit'- 

..prjas'L 

enant, atJicte Is* h* . 

c'e orsi-rtt *zd a ta.''. I ; t 
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2flf) 


3 drachm, na 5i one drachm ; 5ss half a draoltra ; 

oiaa one drachm and a half; 3'j 
drachma. 

Q scrujdc, ns g i one acrnplo ; 6 as half a scniplo ; 

(i 183 ono Bcniplo and a half ; C ij two 
scruples. 


Apothecaries’ Measure. 

0. (Ij. octarius)...piuh 


f5 iluid ounce. 

fo fluid drachm. 

m minim or drop. 


Forms of Address. 


AMRASSADon. 


Ambaasador.s have E.>'ceUency prefixed tc thoir other titles 
and thoir accredited rank added. 


.'iiipcrfcriiiliim. To His Excellency the Right Hon. Sir 

H.ll.M’fl.* Ambassador Extraordinary and 
Plenipotentiary. 

Coinvifiictmeiit, Sir, 

Sulifcrii>tw 1 have the honour to bo, 

Sir, 

Your Excelloncy'H most obedient servant 

The Wife of an Amhass.ador has Exceltencj; added to her 
other titles. 

Anonnisnop. 


Supertcriptioiu To llis Grace the Lord Archbishop of..... 

ComvKncfmeiit My Lord Archbi-hop, 

Suhfcription.... I have the honour to be, 

My Lord Archbishop, 

Ynur Gmeo'a most obedient sorvant, 


• Ki^ BrlfAnnie 





Snji'rfcrtiitfin 

G'iu\tnenctinfnl 


t 'onimtuc*iiifni 
SuKu^riiitum 


SHfuern^ti'oi 


njiUvn 

i'ohtufnctmfnl 




ARCHni«H»i' (Irilfj) 

Tho M «t Kct. Tin* Arelii>>ii)M[< uf..,.,, 
Mo^t Hcv. Sir. 

I havo the hotioiir to ><e, 

Mmt I’eT Str, 

Your iiKul 'll ►••rTmii, 


AlO'IM'I'Al'ON 

Ho- VMVT.,Uir th.* Vrcl.-l.-ir.iri nf . 

\ cncmhli- Sir. 

I tiDvo the lioD.iiir t<» lie, 

Yrnerahje ^l^, 

Y'-nr n«.<t ol•..,|u•fI^ 

h*RON. 
riiu U( Hdtl l.ori 

M> Limf. 

I tnrv till. Il••nl•■ar In:-. 

Mj 

Your in'>-t oU'fietit •• 


iStMisr" 

111 * Hr^ht l•a>l^ 

Xhohni, 

1 JnT»- ihe lom-mt t-* I'*'. 

M-idain, 

Your l^ilj^hij* ■> JiJi”* iii'ilii lit -T 


IU1.0MT 

Sir ftirat <*l»n'tnii into* >•« 1 » inino >. Hi 
Sir, 

I liave tJni lioooiir l** . 

Sit, 

Y*Mir iM'*'* I’ 



Till: Wii-i: til" A Bahoni'.t. 

Sni>ryn:rii>iii>ii, l<:uly 

diimmi'iimnt'nf. Miuiiiiu, 

.Suhscriptinn ... 1 iiavo the hoimiir to bo, 

Miidnni, 

Your liuilystiiirs iiiont obcilioiit Horviuit, 
UiHiKir.* 

A'K/it’r.trrt/jloiii. Ttii! Uij'ht. Ruv. i.tui bord IVinbo]) of 

Coinumicanent. My l<or<l iiiHhoji, 

Suhar.rii'ti'ni ... 1 liiivo tlio honour lo hi', 

My Lord Rinhoj), 

Youv Lt>rdMiii>’s iriost.olwdiout AovvAWt, 

Non:. -- Till! titlu'if is nokcouforrod on Seotoli, t'oloniul, 
IriHh and SonV!ij];iui Uishojw, t.iioy lioiiifi; iiddru.sHcd ns lit. /iVr. 

< 'AMOS’. 

.Vn/irc.i.’i'tyiOoii. 'I’lio Ih'V. <'anon 

Coiumi'wanriH. Rev. Sir, 

ASiiliscriptinn..,. 1 n'lniiin, 

Rt'.v. Sir, 

Your oheiliont survunt, 

(h.KUOVMAN. 

.Si(/(frs(T(|i<i<in. Tlu! Ib'v. ((‘.UriHliau uinuo or initiivl,nudMuruuu\o), 
Cnuim''ncnnait. Rov. Sir, 
iSuhsm/ifioit... I liHVo tho lionour to lie, 

Rov. Sir, 

YiUir mo.st olicdiout sorvnnt, 

< 'OU.STKM.S. 

.Sii/irr.icrip/iiin. Tin* Ri. lion, tho (siunto.ss of 

fJitinmnti'fmrnt. Miidiun, 

.^ui-fcripliiin.... I linvo the lionour l<) ho, 

Mndntn, • ' 

Your Ladysliiii’H most ohcdiont sotviini, 

‘ H rt l^{^h•n» or other eh;r>tyi«»u tho tltlo of lit. /f<>»uor lion, imeh 

ts ^'Tvhse-t t>> hi’' cirrio-ti oio'. 

Hxutnpir'. The Ul, Hot». ttO’l Ut. Unv* the Ix'nl liluliop of 


ArrrMUT 
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(’oevciiL'ii: 

A Coiiitcillor 13 n-Mrex**.-.! m M, VonnctUor » ,^u, •n^ 
til" Sjinio «itli tA AM \Mcriiliii. ’ 

lAAMpit'. -Mt * unncilinr We^t 
Mr Mfienti'iii <irmi 

< •»! NTT JllH.i,* 

SH}‘ers(}'\pliijn lli^ ItiniMiir Jiiii/i' 

Vomvtmcfin^nl Sir. 

I rviitdui. 

"Nir. 

Vinir "••rrniif. 

1>» \N 

S<ii'‘rt<ntAi;n. TFif \ .rr ll«T »Ik* l»c«i» of. 

Cu}nmtiittmf}.i N<‘r\ iJi't Sir. 

Sn'iUnj'ti'jn. I li.ive iIk.' h"ih»ir U. 

\.TN Uvv Mr. 

\ i.iir •vls'.jipiit -lorT iiif. 

iHkl. 

Supfficrtption HiA (ir.TCtf tlic (MiJ.* ..f 
(7ow"MncrMrnr. Mr Lonl 

I hue Mie livnom t«» J— 

M\ l-ni 

oifHi i.loliiiit »• rvaiit, 

th . nr-* 

St/pf'/cnp/i <n Hrr (Jrnro ih«* Hn* hr-.^ ..f . 

Cofnmenf^nmt MaHtin, 

,9u^«rri;’fi')H I liaie tliA ll'•ll^>Ilr i<» Jr*. 

.Mt<|3U). 

Yfiiir Ctrioen ui'»«t ot^iient 

• ItH.Hrr«*iriC«08inly l-nirt •i»th»ln'k tlrftr™ Tf.r m 

r.* 



C*.«* -. ♦l^ 1. 


io)i- *“ 

, \lcv- e \io\'0"' t set'"-^"^’ 






B„,»ow' ^co."''"'"”' 

,ue -OoW'-^S®' 

,. Ht 

'""; i,ono« “■ j„.t H.-''^' 

■ \ \Aave tne oV)CO 

(io.i- • ’ ^.\,•.vAV’^'"^ 

\ ()\U »* 


, r 

1'*’- ' 


...... 

Mr JrtsW®, •"uon. 

■uce^n^-'- ,t Ber^a^ 


\<\m^ 


AfrK^nix 


HI 


Sap^rs'^tptfjn. 

Comniencment. 

SubuTtiitinn 


ifupiDcnpti'iit 
Comntfneement 
Subtcription.. . 


Til* aim* 


A’u/wfn/'/m 

Commenam'nl. 

Su'-it'tption 


Super/irtphon. 


Comiiiencem'nt 

^ub/criplton 


Kiko or (Jtrrtf 

To the Kik:;* iao«t Kjcelleat Mt;e«tr; or 
To the Quei-i>’* m «t Kteellent iIiije>tT 
Sir (or Mvlam), 

It please Yonr Majeiti . 

I hire the lionowr to l*e, 

Mr (or Madam). 

Yoor Majesty’-* nifwt derotel aulijrct. 

Kiso's Cocxrei. 

Ks.j.. ICC. 

Sir. 

[ rctiiiin, Sir, 

Vuiir olieilicnt amam. 


K5ICHT. 

•I AiMoet, ofeoiJr*e, omitfin.* l^ari 


Lord Cnavcruoit 

I he Hon the Lord ili^th CliMieellor. 
Ml I.oH, 

I hare the boDour to be. 

My I/orJ, 

Yonr ol>edieut eerraiit, 


Lent) t'uitr JesTict 

The Rt. IToo The Lori Cbi«f JwiUce of 
pnghnd, 

(nr) Thn Rt. lion Sir . 

LonI Chief Jnstice of Enplm ). 

Ml Lnnl, 

I iiare the honour to be, 

\Iv l.nrd, 

Yciir Lordship'* in'-*’ nfioinai a^rTaat 
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Lord f.inuTKN'AXT or ritr,i,A.vi). 

Sn)>ersrripii>m. If a V>uUt>, //« Gnire, nivl iiRgin iiml end uh a 
Duke. 

If not II Duke, llis Jixcellcney the Lord 
(deutonant of Ireland, 

Conimatcfin’-ni. Sir, 

f have the honour to ho, 

Sir, 

1'onr Kxeelleiiey’s most obedient servant, 
I.oiii) Mayor. 

I'SnpfrfCi'ipliim. Tlie Ut. iloii. the Lord Mayor of London (nr 
York 

CumiiieiicrMfut. My l,or<l, 

Snhscrif iiiiii.,.. 1 liavo tiie lionoiir to he, 

My Lord, 

Your liordslup's most obedient servant, 
[lOiin Mayor’s Win;, 

Sitp'rfcripiK/n. 'I'he Itt, Hon. tlio Lady .M.nyoro.ss of 

(lommcnccmaU. ^ i ad a n i , 

Sitlini'ripliiiu. .. I have the honour to he, 

Madam, 

Your Ladyshi|i'8 most obedient servant, 
Lord Provost (Scotland). 

SiiiifrtcriplMi. I’he Hon. the Lord Prov>i.st of 

ijommcncemmt. .My LonI, 

Subteription 1 have tho honmiv to he, 

,My Lord, 

Your Lordshijt's most obedient .servant, 
XoTR. --'I'ho wife of tlie Lord Prnvo.st has no title. 

•It I** «'m}\ the l/<>rd M.tyor-i <it l.r'fuiou and Vork whf» are tD thf juel’ts 

ftt. 



AI'IT’JDIT. 


res 

MaIiQI’IV 

,'i.il>*r»enplv‘u The Mnit lloti, (he 

loT^ Til# Most Xohle th- Munjiin .. 

My IjotiI Morqn)% 

AV-icrijifu-n I luvo the honour t» t>e, 

Mv MertiuiH, 

Vour LortNhip'n moAt <ilte.iient 

Siii-*i$ert)-Ui»i The .Most Hoti the Msr«rliiotif«< of .. 
Comm^rnemt'ii MaiUni, 

I li »vi> the honour to l*e. 

M.Kiftlll, 

\our Lad^shii/a moat uk'hrnc (rrisiii, 
Mefoi:. 

*Vii/>#rifri;'(n<n I'lio Mt Worshipful the ^I^ry^ tif 

Oomm'ifcetiieni Sir, 

Subseriptinn 1 hn>e the honour to he, 

Sjt, 

Your M'orrbip'a inO't uMieut •« rranl. 


Membius or TRE Hocac or Covuons 
H n^e M.P edJeil to thur wmjaI tstWa 


MmrM'.T iSP N's'At- Orrirriev 

Tlieir ruik ta iTefixe.l to their other title (ir««yl.«. 


(tenersl Sir 

(’.iptsin 



THK TrPISTB' JIAKPJli:,. 


2W 

OrncEH.s OK Stati; 

Are uddreaiffi as Th' Rt. Hon. 

(';xuiii))lu ; — To the Rt. Hoii 

His Majesty’s Principal Secretary of State for. . .... 

I’llIN'CC Olt I’ltlSOKSS, 

SapiTforiplton. To His (or Her) Royal lligliness, 

Omnmfnctment. Sir (or Madnrn), 

.May it please Your Royal Higimess, 
Rnhurijiiion.,.. I have tiio honour to ho, 

.Sir (or Madam), 

Your Royal Highness’ most hnmhle servant, 
Pnivr OotJKoii/i.oit, 

)Supertcriplion. The Rt. Il<>u'. 

(JoimiKHCKvitnl. Sir, 

.Subscription, Your obedient sorvuiit. 

ViMOOST. 

Sn/irrscri}iti<>n. The Rt. Hon. Viscount 

fjommmcemrnt, .My Lord, 

Sutucriptum..., I have the honour to be, 

My Lord, 

Your Lordship’s most obedient servant 
VtHCOUNTKSV. 

.Suprrscriptioii. The Rt Hon. Viscountess 

Oommencemeitl. Madam. 

Snh(cri}i(vm. . 1 have tiie honour to be. 

Madam, 

Your Ladyship’s most obedient servant, 



AprXKDU. 





Bomazi Notation. 


I. - 1 

\V - i:. 

.\«'. yii 

n. « :• 

XVI = !C 

r. - 100 

III. = 3 

wii -i: 

n. « 101 

IVorini ■\ 

will 1(1 

(IXX. .. IJO 

V. ^ .’) 

MX. - ly 

a’. - joo 

VI. - i\ 

\X JO 

rcc. •- 3 (x» 

VII = 7 

\XI I'l 

I'CCC or rp - iO) 

VIII. < 

\X-\ 3o 

1> - 'Ch' 

IX - ^ 

XL to 

DC COO 

X •= 10 

L .’50 

DCC . TOO 

XI ^11 

LX 60 

DCCC ' '00 

XII - 1“ 

f.XX - 70 

Dcrri' joo 

XIII * 1.1 

XIV = M 

LXX.V - ►0 

M - lOOO 


It will be observed froin tlie alove srstem '>f IS'inmii ^u^»• 
tion, tliat if ft pircn letter ii ti-lli tct'l by one cr nirr" "f f^vat ci 
tat Tiiliie, theaiim of sncli letters rei>re*em8 tbe lahie, Imt if, 
ou tbc other hand, if is prafUd l»y one of vihie, the 
difierenee l»L'twc<.n the nr<» rej>r.M.-iifs ih- vslne 





TUB TYPISTS’ MANUAL 

By E. COLLYNS. 


EXTRACTS FROM REVIEWS. 



iio-TKi: 

14 vrt •tk'* ilfKir »« 

Tfirc UMl 


Ill Biy "1 lul'iii jrg'ir lU'inaN text lli^t cm >>g ) in tb« 

\uur»» SIXoN, 


>■«■>< lltaTIK CilMMCHi lib KrrHIN • S' 


1 li»»i |ile.k*iir» In «li*» ■' Tbo TTI-i't*’ '••'■•ul* »i"J ' ryi'l*!* \i|<i‘«iK«kt 

iUiiuKl*" .ire it«sl (t tttv C<i«u)c snj witli >xi cl cut 

J (jLl'iN. llcsilmii^tcr 


^iir el 4riii», uliu^'liviit .ih-l a'l'iruT. * li'iiil: the "Tifl'IV ait'l 

*' T)’|ii*l>'a^'l'><i'‘iil llitiii.ll ’ >>trrn>< nil mil' r ini'll' al 'l■*"l> 1 ) 1 " •nii) vl 

Tnt tti»ii»riii I'l't rtr* ngK 


Ml Iriiwiiilii/ til. lor with in'* tliM >"«r UentMl ' iii>l 

• \ l»iii ■ I Mill' 111 * m. lbel<-t licntlna »« ) «»© vet «o«h 

« W MiNliH: IIMlil 

llnicT' 1 *> ii'»'L 'ir ••u >Btn>vl% T»i rwdin'' . 


Tilt "Tyi'iitV Mtiinil' and '*T)|l>ti« ^Ivanct-l iciiu wllli sven 

ilncn|.Ii >n tit I yit writing iaitli.r in llw tlitpei-l cxcccim* nliUli ure belli ] racticil 
anl ut^l it. an 1 Imva Ivcn n <•! iii'tii Iniilr ttlertcil nnl c«r«tulli arnn^wl 

JWlf* I Li'l tl tTth 

C>i4i m, Im'Ii 


i.inriil woTlti b It Into tlic li'iitniiniiii ttc|iartiiKntn aa welL 

l.ui ctriottu DiymtiiKvr ; '‘tSiisTlll Xnlst 

rii*i't"w«. '•irtr* lii'it, 

rt« CM-W af Cbiii«»rr» Jnmrtn! •"Tli* Tjfilit* Uitiiii il i» well lirwliue.l 
• irel'tiitly lllintratcd, rli'tis luil tn e»«r> »ij alniirshlv •uit.it fnliifni. 

aif 11i<wt.tt«fr'n4 te tiee'iinc I'Pifiriciit tjiilttt ' ** 
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